
 

 

 

Committee for Public Counsel Services 

 

E-Bill User Manual 

 

Revised May 20, 2011 
 

 

 

 

 

 

 

 

 

 

 

Please Print or Download This Manual 



 

2 

 

Table of Contents 
 

Section 1 ï Welcome ..................................................................................................................4 

1.1 ï E-Bill Manual Updates ................................................................................................................ 4 

1.1A ï Inclusion of Grant of Conditional Liberty (GCL) Billing Categories and Disposition Page .... 4 

1.2 ï Welcome to E-Bill  ...................................................................................................................... 4 

1.3 ï Advantages of E-Bill  ................................................................................................................... 4 

1.4 ï About this Manual ...................................................................................................................... 4 

1.5 ï E-Bill Web Site Status Notification ............................................................................................. 4 

1.6 ï E-Bill System Questions and Reporting a problem ...................................................................... 5 

Section 2 ï E-Bill Log In Page ....................................................................................................6 

Section 3 ï E-Bill Notices ...........................................................................................................8 

Section 4 ï E-Bill Main Menu ................................................................................................... 10 

4.2 ï Review NACs and Prepare Bill for Submittal ............................................................................ 10 

4.3 ï Quick Entry ï Date of Service ................................................................................................... 10 

4.4 ï Quick Entry ï Vouchers ............................................................................................................ 11 

4.5 ï View Previous RFP Confirmation ............................................................................................. 12 

4.6 ï View RFP Confirmations by Date ............................................................................................. 12 

4.7 ï View Previous Voucher ............................................................................................................ 13 

4.8 ï View Voucher Confirmations by Date ....................................................................................... 13 

4.9 ï View Letters ............................................................................................................................. 13 

4.10 ï Payment Detail........................................................................................................................ 13 

4.11 ï logout of EBill ........................................................................................................................ 14 

Section 5 ï E-Bill NAC Overview ............................................................................................. 15 

5.2 ï Manually Add a NAC to the WIP File and Using the WIP File/List ........................................... 16 

5.4 ï Work In Progress ...................................................................................................................... 17 

Section 6 ï E-Bill NAC Billing Information .............................................................................. 18 

6.2C ï Enter/Modify Legal Service Bill ............................................................................................. 20 

6.4 ï Submit a Legal Service Bill ....................................................................................................... 22 

Section 7 ï E-Bill Time Entry ................................................................................................... 25 

7.2 ï Enter/Modify Legal Service Time ............................................................................................. 26 

Section 8 ï E-Bill Mileage ........................................................................................................ 28 

Section 9 ï E-Bill Voucher Overview ....................................................................................... 32 

9.2 ï Add a Voucher .......................................................................................................................... 32 



 

3 

 

9.4 ï Delete a Voucher ...................................................................................................................... 33 

Section 10 ï E-Bill Associate Voucher ...................................................................................... 34 

10.2 ï Entering an Associate Voucher ................................................................................................ 35 

10.5 ï Submitting an Associate Voucher ............................................................................................ 36 

Section 11 ï E-Bill Paralegal Voucher ...................................................................................... 37 

11.2 ï Entering a Paralegal Voucher. ................................................................................................. 38 

11.5 ï Submitting a Paralegal Voucher .............................................................................................. 38 

Section 12 ï E-Bill Miscellaneous Voucher .............................................................................. 40 

12.2 ï Entering a Miscellaneous Voucher. ......................................................................................... 41 

12.4 ï Submitting a Miscellaneous Voucher ...................................................................................... 41 

Section 13 ï E-Bill Criminal/Delinquency Disposition .............................................................. 43 

Section 14 ï E-Bill Appeals Disposition .................................................................................... 45 

Section 15 ï E-Bill Mental Health Disposition .......................................................................... 46 

Section 16 ï Grant of Conditional Liberty Disposition .............................................................. 47 

Section 17 ï E-Bill Children and Family Law Disposition ......................................................... 48 

Section 18 ï E-Bill Client Contact ............................................................................................. 49 

Section 19 ï Payment Review/Detail ......................................................................................... 51 

Section 20 ï How To Submit An E-Bill  .................................................................................... 53 

20.1 ï Legal Service E-Bill  ................................................................................................................ 53 

20.2 ï E-Bill Voucher ........................................................................................................................ 53 

Appendix A ï Certify a Vendor Invoice (Vbill) ......................................................................... 54 

 



 

4 

 

Section 1 ï Welcome 
 

1.1 ï E-Bill  Manual Updates 
1.1A ï Inclusion of Grant of Conditional Liberty (GCL) Billing Categories and 

Disposition Page  

CPCS has created a new trial panel for GCL cases. The Billing Categories for this new 
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. 

1.2 ï Welcome to E-Bill  
E-Bill is a World Wide Web (Web) based program developed by the Committee for Public for 

Public Counsel Services (CPCS). E-Bill  allows attorneys to enter and submit bills to CPCS 

electronically for legal services rendered and out-of-pocket expenses related to assigned cases. 

To use E-Bill you must have access to a computer with an Internet Service Provider (ISP) and a 

Web connection.  

The Web address for the E-Bill web site is: https://www.cpcsebill.com/. Notice the ñsò after the 

ñhttpò in the Web address, you will need to type this in manually. The ñsò lets the web browser 

know that the site to which you are navigating is secure. E-Bill is a secure site. There 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 into E-Bill . 

Although E-Bill is a secure application the pages that you visit while using E-Bill remain in the 

browserôs memory until you close the web browser window. To avoid navigation errors and to 

maintain the security of your billing information, close the browser window after using E-Bill.  

E-Bill is a self-navigating program. While using E-Bill do not to use the browserôs ñBackò 
and ñForwardò buttons. Clicking on the Back or Forward buttons may cause unanticipated 

errors in the E-Bill program. 

1.3 ï Advantages of E-Bill  
E-Bill offers you the ability to enter billing information on a daily basis by setting up a Work in 

Progress (WIP) record for each Notice of Assignment of Counsel (NAC) on the CPCS computer. 

The WIP record is NOT a bill; it is a temporary record that allows you to enter billing 

information (legal services and out-of-pocket expenses) for a specific NAC, even if the NAC 

(ñCò NAC numbers only) is not on file with CPCS. When you are ready to submit your E-Bill, 

you will submit the information existing in the WIP file for the NAC displayed on your screen. 

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

1.4 ï About this Manual 
This manual reflects current and, as necessary, previous CPCS billing policies and procedures. 

Please review current billing policies in chapters five and six of the CPCS Assigned Counsel 

manual, available on line at http://www.publiccounsel.net/.  

Each section of the E-Bill user manual focuses on one page. You are given a brief description of 

the page and then the instructions for using the page. 

1.5 ï E-Bill Web Site Status Notification 

https://www.cpcsebill.com/
http://www.publiccounsel.net/
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CPCS Posts the Status of the E-Bill Website on the CPCS Website at 

http://www.publiccounsel.net/pickStatus/Status.aspx. 

CPCS will also place important web site information between the red asterisks (** ) on the E-Bill 

Login page and/or a scrolling message in the Status Bar at the bottom of the Web Browser 

window. 

CPCS also uses the Mass Email program Constant Contact®* and/or the E-Bill Notice to 

provide attorneys important information about or changes to the E-Bill system. 

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

the email address donotreply@publiccounsel.net as a contact as well as a Safe Sender to the 

email program that you use to read emails as well as with your ISPs on-line email reader. Please 

refer to your installed email programôs or your ISPôs email online help guide for instructions. 

1.6 ï E-Bill System Questions and Reporting a problem 
The E-Bill help line number is (617) 988-8327. This line is for E-Bill support only . You can 

also send E-Bill questions via email to ebill@publiccounsel.net.  

Before reporting an E-Bill problem, please record, in detail, any error messages, what functions 

were performed prior to the error, what keys were pressed, or where on the page the 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


 

6 

 

Section 2 ï E-Bill Log In Page 
 

 
 

The E-Bill Log In page is the first page of the E-Bill web site. Log in using your BBO number 

and your CPCS assigned PIN.  

2.1 ï In the BBO field enter your BBO Number. 

2.2 ï In the PIN field enter your CPCS-assigned PIN. Please make sure this number is accurate. 

You will get an error message 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 chapter 5 section 8b on the 

CPCS website (http://www.publiccounsel.net/Billing_Information/e_bill/pdf/ebillPIN.pdf). 

Please complete the form and mail it along with a written request for a PIN to: Committee 

for Public Counsel Services, 44 Bromfield Street, Boston, MA 02108, attention: E-Bill. If 

you have questions while filling out the PIN Agreement form please call the E-Bill Help 

Line (617) 988-8327 or e-mail the E-Bill Help Desk at ebill@publiccounsel.net. Please 

include the words ñPIN Questionò in the subject line. Upon receipt of the completed form 

CPCS will assign you a PIN and mail to you a copy of the PIN Agreement form with your 

PIN written on the form. 

If you forgot your PIN please call the E-Bill Help Line (617) 988-8327 or e-mail the E-Bill 

Help Desk at ebill@publiccounsel.net. Please include the words ñPIN Questionò in the 

subject line. 

 

http://www.publiccounsel.net/billing_information/e_bill/pdf/ebillPIN.pdf
mailto:ebill@publiccounsel.net
mailto:ebill@publiccounsel.net
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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 Packet, you may print the forms included 

in the packet by clicking on the links in the CPCS Assigned Counsel Manual chapter 5 

sections 8a, 8b, and 8c on the CPCS web site (http://www.publiccounsel.net/).  Or you may 

send a written request to the attention of the Vendor Maintenance Clerk at CPCS.  

 
2.3 ï After you have entered your BBO and PIN, click the Login button. 

http://www.publiccounsel.net/


 

8 

 

Section 3 ï E-Bill Notices 
 

 
 

After logging in, E-Bill will display either the page above when there are un-reviewed notices, or 

the page below when there are no un-reviewed notices.  

 
3.1 ï To view a notice: 

3.1A ï  Click a Confirm Number. 

3.1B ï  When the notice appears please review it. If this is a new notice please print it and 

file it with the applicable case file or file it with other CPCS correspondence. 

3.1C ï  Click the Close Form button at the bottom of the notice. E-Bill will return to the 

E-Bill Notices page. If the E-Bill notice had no previous Review Date, E-Bill will 

insert the current date as the Review Date. 
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The above page will be displayed when you have reviewed all un-reviewed notices. 

3.2 ï Click the go to menu button to go to the E-Bill Menu page. Note:  Upon logging into E-

Bill this button will be displayed only if you have no un-reviewed notices or after 
reviewing all un-reviewed notices. 

3.3 ï Click the log out of EBill button to log out of E-Bill and return to the E-Bill Log In page. 

You can also log out of E-Bill from any E-Bill page by exiting the browser. 

3.4 ï After an E-Bill notice has been reviewed, it remains on the Notices page for thirty days 

after the Review Date and then is automatically removed from the page. You may, 

however, delete one or more reviewed notices from the Notices page prior to the automatic 

removal. (NOTE:  E-Bill will not allow an un-reviewed notice to be deleted.) To delete one 

or more reviewed notices follow the procedure below: 

3.4A ï To the right of the Review Date of each reviewed notice(s) you choose to delete, click 

the box in the column labeled ñMark For Deletion.ò A check mark will appear in the 

box. 

3.4B ï At the bottom of the Notices list, click the delete marked items button. All reviewed 

notices with a check mark will be deleted. 
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Section 4 ï E-Bill Main Menu  
 

 
 

When you have successfully logged in and reviewed all un-reviewed notices, the E-Bill Menu 

(depicted above) will be displayed. Below are the descriptions and procedures for using the 

various menu items. 

4.1 ï What do you want to do [Attorney Name]? 

Each time you log in, please make sure that the displayed name is your name. If the displayed 

name is not your name, click the log out of EBill  button, immediately call the E-Bill help line 

(617-988-8327), or email the E-Bill Help Desk at ebill@publiccounsel.net. 

 

4.2 ï Review NACs and Prepare Bill for Submittal 

Click Go to access the NAC Overview page to enter and submit Legal Service bills, Associate, 

Paralegal, and Out-of-Pocket expense vouchers. Go to Section 5 of this manual for further 

instructions. 

 

4.3 ï Quick Entry ï Date of Service 

Quick Entry - Date of Service allows the entry of a date of service for a specific NAC without 

having to first access the NAC Overview Page and (if the NAC is on file with CPCS) the NAC 
Billing Information page.  

Please note, you cannot submit a legal service E-Bill for payment using Quick Entry. To submit 

a legal service E-Bill, click Go at the menu option Review NACs and Prepare Bill for 

Submittal. Go to Section 5 of this manual for instructions on submitting a legal service E-Bill.  

Following are the instructions for the use of Quick Entry ï Date of Service: 

mailto:ebill@publiccounsel.net
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4.3A ï In the NAC Number field enter the NAC number (including the ñCò, ñBò, or ñDò) 

specific to the date of service to be entered. Do not include any spaces or hyphens. 

Important :  If the NAC number begins with the letter ñB,ò count the number of 

characters (letters and numbers only). If the total number of characters counted is less 

than nine then enter a zero ñ0ò after the letterñBò then the rest of the NAC number. 

(i.e. The NAC number listed on the NAC form reads ñB 123456-7.ò The total number 

of characters counted is eight. Enter the NAC number as ñB01234567ò in the NAC 

field.) 

4.3B ï In the Date field, enter the date of service. 

4.3C ï Click Go. 

4.3D ï E-Bill will display a box to verify the client name on the NAC. If the client name is 

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) ï If the NAC is not on file you will be required to enter the NAC information 

(review the instruction for the E-Bill NAC Billing Information page in Section 

6 of this manual for instructions on entering pending NAC information and 

dates of service.) before E-Bill allows you to enter the date of service. When 

you save the NAC information you will be returned to the NAC Billing 

Information page. Enter the date of service again on this page. Click the add 

date button. 

4.3E ï The Time Entry page will be displayed. Review the instructions for the E-Bill Time 
Entry page in section 7 of this manual for entering and editing instructions.  

 

4.4 ï Quick Entry ï Vouchers 

Quick Entry ï Vouchers allows the entry and submission of an E-Bill voucher for a specific 

NAC without having to access the NAC Overview page and (if the NAC is on file with CPCS) 

the NAC Billing Information page.  

Following are the instructions for the use of Quick Entry ï Vouchers: 

4.4A ï In the NAC Number field enter the NAC number (including the ñCò, ñBò, or ñDò) 
specific to the date of service to be entered. Do not include any spaces or hyphens. 

Important :  If the NAC number begins with the letter ñB,ò count the number of 

characters (letters and numbers only). If the total number of characters counted is less 

than nine then enter a zero ñ0ò after the letterñBò then the rest of the NAC number. 

(i.e. The NAC number listed on the NAC form reads ñB 123456-7.ò The total number 

of characters counted is eight. Enter the NAC number as ñB01234567ò in the NAC 

field.) 

4.4B ï Click Go. 

4.4C ï E-Bill will display the Voucher Overview Page. Review the instructions for the E-Bill 
Voucher Overview page in section 9 of this manual for entering/editing vouchers. 

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

(review the instructions for the E-Bill NAC Billing Information page in section 

6 of this manual for instructions on entering NAC information.) before E-Bill 

allows you to enter the voucher. When you save the NAC information you will 

be returned to the NAC Billing Information page. Click the vouchers button to 

continue entering your voucher. 
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4.5 ï View Previous RFP Confirmation 
Following is the procedure to review/print a previously submitted legal service E-Bill Billing 

Confirmation form.  

4.5A ï In the Confirmation Number field E-Bill displays the confirmation number of the 

last (most recent) legal service E-Bill you submitted. If the displayed confirmation 

number is the number of the form you want to retrieve click Go.   

4.5B ï If this is not the confirmation number of the form you want to retrieve, highlight 

the number and delete it. Enter the confirmation number of the form to be 

retrieved in the Confirmation Number field and click Go to retrieve this Billing 
Confirmation form. 

4.5C ï When the Billing Confirmation form is displayed you may print it. 

4.6C ï To return to the E-Bill Menu, click the close form button. 

4.6 ï View RFP Confirmations by Date 

E-Bill also allows an attorney to retrieve all Billing Confirmation forms for submitted legal 

service E-Bills on a single date or within a range of dates. 

4.6A ï To retrieve all legal service E-Bills submitted on a single date: 

4.6A (1) ï Enter the date in the Begin Date field, and click Go. E-Bill will display a list 

of all legal service E-Bills submitted on the entered date. 

4.6A (2) ï To display a Billing Confirmation form click on the confirmation number of 

the E-Bill you want to display. E-Bill will display the selected Billing 

Confirmation form. 

4.6A (3) ï After reviewing/printing the form, click the close form button. E-Bill will 
return to the previous list. 

4.6A (4) ï Repeat steps two and three to display other E-Bills submitted on the entered 

date. To return to the E-Bill Menu, click the close form button. 

4.6B ï To retrieve all legal service E-Bills submitted within a range of dates: 

4.6B (1) ï 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 click Go. E-Bill will display a list of all 

legal service E-Bills submitted within the entered date range. 

4.6B (2) ï To display a Billing Confirmation form click on the confirmation number of 

the E-Bill you want to display. E-Bill will display the selected Billing 

Confirmation form. 

4.6B (3) ï After reviewing/printing the form, click the close form button. E-Bill will 
return to the previous list. 

4.6B (4) ï Repeat steps two and three to display other E-Bills. To return to the E-Bill 

Menu, click the close form button. 
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4.7 ï View Previous Voucher 

Following is the procedure to review/print a previously submitted E-Bill Voucher Conformation 

form.  

4.7A ï In the Confirmation Number field E-Bill d isplays the confirmation number of the last 

(most recent) E-Bill voucher you submitted. If the displayed confirmation number is 

the number you want to retrieve click Go. 

4.7B ï If this is not the confirmation number you want to retrieve, highlight the number and 

delete it. Enter the E-Bill voucher confirmation number of the form to be retrieved in 

the Confirmation Number field and click Go to retrieve the Voucher Confirmation 
form. 

4.7C ï When the Voucher Confirmation form is displayed you may print it.  

4.7D ï To return to the E-Bill Menu, click the close form button. 

4.8 ï View Voucher Confirmations by Date 

E-Bill also allows you to retrieve all Voucher Confirmation forms for submitted E-Bill vouchers 

on a single date or within a range of dates. 

4.8A ï To retrieve all E-Bill vouchers submitted on a single date: 

4.8A (1) ï Enter the date in the Begin Date field, and click Go. E-Bill will display a list 

of all E-Bill vouchers submitted on the entered date. 

4.8A (2) ï To display a Voucher Confirmation form click on the confirmation number of 

the E-Bill you want to display. E-Bill will display the selected Voucher 

Confirmation form. 

4.8A (3) ï After completing reviewing/printing the form, click the close form button. E-
Bill will return to the previous list. 

4.8A (4) ï Repeat steps two and three to display other E-Bills submitted on the entered 

date. To return to the E-Bill Menu, click the close form button. 

4.8B ï To retrieve all E-Bill vouchers submitted within a range of dates: 

4.8B (1) ï 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 click Go. E-Bill will display a list of all E-

Bill vouchers submitted within the entered date range. 

4.8B (2) ï To display a Voucher Confirmation form click on the confirmation number of 

the E-Bill you want to display. E-Bill will display the selected Voucher 

Confirmation form. 

4.8B (3) ï After completing reviewing/printing the form, click the close form button. E-
Bill will return to the previous list. 

4.8B (4) ï Repeat steps two and three to display other E-Bills. To return to the E-Bill 

Menu, click the close form button. 

4.9 ï View Letters 

Click Go to return to the Notices page. 

4.10 ï Payment Detail 

Click Go to view the Payment Detail page. Review the instructions for the Payment 

Review/Detail page in section 18 of this manual. 
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4.11 ï logout of EBill 
Click the logout of EBill button to log out of E-Bill and return to the E-Bill Log In page. You 

may also log out of E-Bill from any E-Bill page by exiting the browser. 
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Section 5 ï E-Bill NAC Overview 
 

 
 

5.1 ï The NAC Overview page displays the Work in Progress (WIP) list. This list does not 

contain all NACS assigned to an attorney; it lists only those open ñBò and ñCò NAC 

numbers that have been entered by the attorney, and open ñDò NAC numbers automatically 

issued by CPCS for cases assigned by courts through the MassCourts system. 

Assignments are issued by the MassCourts system for Adult Criminal cases in all District 

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

all cases in all Probate and Family Courts. Cases assigned to an attorney in accordance with 

CPCS Policy are issued a NAC number beginning with a ñDò by CPCS.  

The assigned attorney is notified of the issued ñDò NAC number by E-Bill notice. The ñDò 

NAC number is automatically added by CPCS to the attorneyôs WIP file. One ñDò NAC 

number is issued to an attorney for one or more Adult Criminal cases entered into the 

MassCourts system by a District Court on the same date for the same defendant. Probate 

and Family court assignments are issued one ñDò NAC number for one case.  

Multi-Part paper NAC forms with ñCò NAC numbers will be issued by the assigning court 

for all other cases in all other courts, including those from the three courts noted above. 

ñCò NAC numbers must be added to the WIP file by the assigned attorney. CPCS urges 

you to add these NAC numbers to your WIP file upon receipt of the NAC. 

Some attorneys may still have on-going cases where the NAC number on the form begins 

with a ñBò. These NAC numbers must also be added to the WIP file by the assigned 

attorney. 
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5.2 ï Manually Add a NAC to the WIP File and Using the WIP File/List 

The Add NAC procedure is initiated on the NAC Overview page and completed on the NAC 
Billing Information page. 

5.2A ï In the NAC Number field enter the complete NAC number (including the ñCò, ñBò, 

or ñDò). Do not include any spaces or hyphens. Important :  If the NAC number 

begins with the letter ñB,ò count the number of characters (letters and numbers only). 

If the total number of characters counted is less than nine then enter a zero ñ0ò after 

the letter ñBò then the rest of the NAC number. (i.e. The NAC number listed on the 

NAC form reads ñB 123456-7.ò The total number of characters counted is eight. 
Enter the NAC number as ñB01234567ò in the NAC field.). 

5.2B ï Click the add nac button. 

5.2C ï The NAC Billing Information page will be displayed.  

5.2C (1) ï If the NAC is on file with CPCS the NAC Billing Information page will 

automatically populate with the data on file with CPCS. A sample NAC 
Billing Information page is displayed at the beginning of section 6.  

5.2C (2) ï At the NAC Billing Information page: 

i. E-Bill will ask you to verify the client name.  

ii.  If the client name is correct, click the OK  button. You may now work 

with the NAC Billing information page (review the instructions for the 
E-Bill NAC Billing Information page in section 6 of this manual).  

iii.  If the client name is wrong, click the cancel button; verify that the NAC 

number that was entered is the correct number, and repeat steps 5.3A, B, 

and C. If the client name is still wrong, click the cancel button and 

contact the E-Bill Help Desk. 

5.2C (3) ï If the NAC is not on file with CPCS, E-Bill will inform you that the entered 

NAC number does not exist in the system and asks if you would like to add it. 

Click either the Yes or No button. 

i. If you clicked the Yes button, a blank NAC Billing Information page will 

appear. You will have to create a pending NAC record. Please review 

section 6.1 on page 18 of this manual. (Do not click Yes for a ñDò 

NAC number as these NAC numbers should always be on file at 

CPCS. Please click No and send an email to 

dboyd@publiccounsel.net and report that the ñDò NAC number is 

not on file.) 

ii. If you clicked the No button, E-Bill will return to the NAC Overview 
page. 

5.3 ï The Sort By drop down list contains four options for sorting NACs in the WIP list. The 

default option is 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 last name 

 NAC Number   Descending 

 Total Hours   Descending 

mailto:dboyd@publiccounsel.net
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5.4 ï 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 Total Hours field will read ñ0ò (zero) for a NAC if there is 
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 Information page will appear (review the instructions for the E-Bill NAC Billing 

Information page in section 6 of this manual). 

When an E-Bill is submitted for payment with a billing status of Interim (Monthly) or Year End, 

the NAC will remain in the WIP list and the Total Hours will be reduced to ñ0ò (zero). When an 

E-Bill is submitted for payment with 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 description of each 

button. 

 First  ï brings you to the first page of the WIP list sorted by the selected sort order. 

 Previous 10 ï 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. 

5.5 ï Click the close form button to return to the E-Bill Main Menu. Remember, if you want to 

log out of E-Bill you do not have to navigate back through all the forms; you may just close 

the browser window. 
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Section 6 ï E-Bill NAC Billing Information  
 

 
 

The NAC Billing Information page is where you enter, modify/edit, and submit your legal service 

bills. You also access the E-Bill voucher pages from here.  

6.1 ï When you add a ñCò or ñBò NAC number to the WIP file and the NAC is not on file with 

CPCS, E-Bill will inform you that the NAC does not exist in the system and ask whether 

you would like to add the NAC. If you choose to add the NAC, the NAC Billing 

Information Page will be displayed (the page for a pending NAC is depicted above). (Do 

not click Yes for a ñDò NAC number as these NAC numbers should always be on file 

at CPCS. Please click No and send an email to dboyd@publiccounsel.net and report 

that the ñDò NAC number is not on file.) 

6.1A ï Enter the 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 it/they appear(s) on the NAC form/complaint (do not enter any 
spaces or dashes).  

6.1B ï After entering the entire required information click the save changes button. E-Bill 

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 copy) ñCò or ñBò NAC 

form to CPCS. If you receive the original NAC form, it should be immediately 

mailto:dboyd@publiccounsel.net
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mailed to CPCS. Please DO NOT mail a copy of any NAC to CPCS unless we 

request it from you in writing.  

When the NAC comes on file at CPCS we will update the status of the pending 

NAC to ñOn File,ò and all NAC fields will be updated with the data entered in the 

CPCS computer. You will need to notice and report any discrepancies to the E-Bill 

help desk. 

 

 

 

6.2 ï Following is a description of all the elements of the NAC Billing Information page for 

pending NACs and NACs that are on file. The page depicted below indicates a NAC that is 

on file. 

6.2A ï 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 CPCS. If a 

ñCò or ñBò NAC is not on file you will have to enter the temporary data as 

described earlier in this section. Please remember that a ñDò NAC number cannot 

be added as a Pending NAC. You must contact CPCS if this occurs. 

 








































































