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State of New York
Supreme Court, Appellate Division
Third Judicial Department
Office of Attorneys for Children
P.O. Box 7288, Capitol Station
A[chy, NY 12224-0288

Robert D. Mayberger Betsy R. Ruslander

(518) 471-4825

Direct
Clerk of the Court Fax: (518) 471-4757 eeer
http://www.nycourts.gov/ad3/oac
ad3oac@nycourts.gov
To: Attorneys for Children, Third Judicial Department
From: Betsy R. Ruslander
Subject: E-voucher

On behalf of Hon. Karen K. Peters, Presiding Justice of the Appellate Division, Third
Department, and the other members of the Court, we are pleased to present this E-voucher
Manual to assist you in preparing and submitting compensation claims using the web-based
E-voucher. The long-standing compensation policies of the Office of Attorneys for Children
remain in place and can be found in the Administrative Handbook.

We hope that this manual will serve as a helpful introduction to the use and operation of the E-
voucher system. We always appreciate your suggestions about how we can make the manual, and
the entire E-voucher system more responsive to your needs. We invite you to share your ideas
with us.

We're indebted to our colleagues in the Fourth Department—Tracy Hamilton, the Program
Director, and Amy Klee, Court Analyst—for generously sharing their expertise and experience

with us.

Finally, if there is anything we at the Office of Attorneys for Children can do to assist you with
this or any other aspect of your work as a children's attorney, please contact us.

Thank you once again for your service as an attorney for children.



Getting Started with the E-voucher System

System Requirements:

Adobe Reader
The E-voucher System requires the latest version of Adobe Reader. To obtain this version,
please visit this website:

http://www.adobe.com/products/acrobat/readstep2.html

E-mail
If you use an E-mail spam filter, please update the filter to allow E-mail from these addresses:

eVouchering@courts.state.ny.us
securityadministrationunit(@courts.state.ny.us
(because password resets and profile updates are sent from this address)

Please note: These E-mail addresses are not to be used for any purpose other than as described
above (to allow access). If you need to contact the Office of Attorneys for Children for any
voucher inquiry please use ad3-oac-vouchers@nycourts.gov as indicated on the Contact
Information page at the back of this manual.

Internet Browser
It is recommended that you use the latest version of your Internet browser. Below are links to the
websites for some widely-used browsers:

Internet Explorer: http://windows.microsoft.com/en-us/internet-explorer/download-ie
Firefox: http://mozilla.com/en-US/firefox/?from=sfx&aid=1111424

Safari: http://www.apple.com/safari/

Google Chrome: https://www.google.com/intl/en/chrome/browser/

Enabling Pop-ups
The E-voucher System requires that your browser allow pop-ups. Below are instructions for
enabling pop-ups on these browsers:

Internet Explorer Help for Windows XP SP2
You may experience problems using this browser and may want to use one of the other instead.

To enable pop-ups in INTERNET EXPLORER

. Click on Tools->Internet Options

. Click on the 'Security' tab

. Click on the 'Custom Level..." button

. Find the 'Use Popup Blocker' option and click on 'Disable’


http://www.adobe.com/products/acrobat/readstep2.html
mailto:eVouchering@courts.state.ny.us
mailto:securityadministrationunit@courts.state.ny.us
mailto:securityadministrationunit@courts.state.ny.us
mailto:ad3-oac-vouchers@nycourts.gov
http://windows.microsoft.com/en-us/internet-explorer/download-ie
http://mozilla.com/en-US/firefox/?from=sfx&aid=1111424
http://www.apple.com/safari/
https://www.google.com/intl/en/chrome/browser/

You also need to
. Click on the 'Privacy' tab in Tools->Internet Options
. Uncheck the Block Pop-ups' checkbox

You can also enable just this site to open popup windows by performing the following steps:

Click on Tools->Internet Options

. Click on the "Privacy' tab
. Leave the box next to 'Block Pop-ups' checked
. Click on the 'Settings...' button
. Enter the website address in the 'Address of web site to allow' field and click on
the 'Add' button
. Click 'Close' to save your changes
Mozilla Firefox Help

To enable pop-ups in Firefox, click on the 'click here.." in the error message and

. Click on 'Allow Pop-ups For' to enable this site to popup windows OR

. Click 'Edit Popup Blocker Options' to enable this site to popup windows

. Enter the website address in the 'Address of web site' field and click on the 'Allow'
button

. Click 'Ok’ to save your changes

You can also do this by

. Clicking on Tools->Options
. Select 'Content'
. Uncheck the box next to 'Block Popup Windows'

You can also enable just this site to open popup windows by performing the following steps:

. Click on Tools->Options

. Select 'Content’

. Leave the box next to 'Block Popup Windows' checked

. Click on the 'Exceptions' button next to the 'Block Popup Windows' option

. Enter the website address in the 'Address of web site' field and click on the 'Allow'
button

. Click 'Close' to save your changes



Google Chrome help

To enable pop-ups in Google Chrome, click on the 3 lines on the right side of the window below
the 'x'

. Click on 'Settings'

. Click on 'show advanced settings...' at the bottom of the window
. Scroll down to 'Privacy’

. Click on 'Content settings...'

. Scroll down to "Pop-Ups '

. Click on the circle next to 'Allow all sites to show pop-ups'

. Click on 'Done' at the bottom right of the screen to save

You can also do this by

. Click on 'Settings'
. Click on 'show advanced settings...' at the bottom of the window
. Scroll down to 'Privacy’
. Click on 'Content settings...'
. Scroll down to "Pop-Ups '
. Click on 'Manage exceptions...'
. Enter the website address in the '[*.]Jexample.com' box
. Click 'Done' at the bottom right of the box to save
. Click Done' at the bottom of the next page as well
Safari help

To enable pop-ups in Safari

. Click Safari > Preferences
. Click on Security at the top of the window
. Uncheck the box Block pop-up windows to disable this feature



Accessing the E-voucher System

Visit the website for the Office of Attorneys for Children: http://www.nycourts.gov/ad3/oac
(shown below) and click on Vouchers on the red bar:

State of New York
Supreme Cour ppellate Division
Third Judicial Department
Office of Attorneys for Children Betsy R. Ruslander
P.O. Box 7288, Capitol Station Director
Albany, NY 12224-0288
Phone (518) 471-4825
Fax (518) 4

E-Mail ad3oac(@nycourts gov

———
CourtRules  FAQ  RecentDecisions Standards UCS Family Court Forms Youchers «

The Office of Attorneys for Children provides legal services to children in Family Court proceedings and Supreme Court custody
matters. More than 700 attorneys in private practice are designated by the Appellate Division as members of county panels. and
are then appointed by Family Court Judges and Supreme Court Justices to represent children on a case-by-case basis.
Representation is also provided in five counties by offices under agreements between the Appellate Division and qualified
attorneys. In addition to overseeing panel and office operations, the Office offers attorneys a wide range of support resources,
including a comprehensive continuing legal education curriculum.

For a further description of the Program, click here.

~ W TS Contract Opportunity
i = Part-time Staff Attorney. Law Office for Children of Fulton County

It will then take you to the page shown below:

Vouchers

ALL PANEL MEMBERS ARE REQUIRED TO USE E-VOUCHER AS OF
JANUARY 1, 2012
click here for details

E-voucher
E-voucher manual
E-voucher training video

If you are interested in direct deposit of your payments, click here
For expert vouchers please go to Administrative Forms

Home

Click on the link labeled E-Voucher


http://www.nycourts.gov/ad3/OAC

Accessing the E-voucher System - continued

You will be taken to the E-voucher Welcome Page. Review the statement on the E-voucher
Welcome Page, and click on the link at the bottom of the page:
Click here to load the E-voucher.

Welcome to the Office of Attorneys for Children
E-voucher System

This system i only for the use of ttorneys for children submiting compensation claims and by the Office of Attornsys for Children and other Usified Coust System cmployees authorized o process and adumisister such
No i

claims. Any other use or attempted use of this system is prohibited d on this system may be obtained or disclosed without the express permission of the Office of Attorneys for Children or UCS
personnel,

All requests for information about comp; ion claims in ion with children's rep ion within the Third Judicial Department should be directed to:

Betsy R. Ruslander, Director
Office of Attorneys for Children
Supreme Court, Appellate Division
Third Judicial Department
P.O. Box 7288, Capitol Station
Albany, NY 12224

Click here to load E-voucher

Home

The Pop-up Instruction Screen (shown below) will now appear with directions for configuring
your browser to allow pop-ups.

- - Login - Windows Tnternet Explorer provided by AD3 -8 x|
@ )% |2 bitpsyispps. courts.state.my.us/wguar i/ =l & [[#+]/ % [P sooge L\
J File Edt Wiew Fawortes Tools Help

{8 UCs - LawGuardian - Login

Favarites J 93 € AD3HomePage £ Kronos 'f{r“& Lexis Access @ Westlaw £ | WebSlice Galery ~ & Lesis

| f-8 -
‘ork State Unified Court System H

] fE\ - Page - Safety ~ Tools -

If the login screen doesn't appear, vou must allow for Popups. After enabling popups in your browser Click Here to Log In

Enabling Popups:

Internet Explorer Help for Windows XP SP2:

To enable popups in IE

Click on Tools-=Internet Options

Click on the 'Security' tab

Click on the 'Custom Level..." buttan

Find the 'Use Pop-up Blocker' option and click on 'Disable’

You also nead to
Click on the 'Privacy’ tab in Toals->Internat Options
Uncheck the 'Block Pop-ups' checkbox

You can also enable just this site to open popup windows. To do this

Click on Tools-=Internet Options

Click on the 'Privacy’ tab

Leave the box next to 'Black Pop-ups' checked

Click on the 'Settings...’ button

Enter the website address in the 'Address of web site to allow’ field and click on the 'add' button
Click 'Close' to save your changes

Back to Tap of Page

Mozilla Firefox Help:

To enable popups in Firefox, click on the 'dick here..' in the error message and
+ Click on "Allow popups For' to enable this site ta papup windaws

(or)

Click 'Edit Popup Blacker Options' ta enable this site to papup windows
Enter the website address in the "Address of web site’ field and click on the "Allow’ button . j

-



Logging On and Password Instructions

If your browser is already configured to allow pop-ups, the Log-on Screen will appear.

In the spaces provided, type in your assigned User Name and Password (which has been sent to
your e-mail) and click Sign In. If you don’t have a User Name and Password you may request
one by e-mailing ad3-oac-vouchers@nycourts.gov

/2 UCS - Attorney For the Child - Login - Windows Internet Explorer provided by AD3 ] —1o] x|

Welcome to the New York State Unified Court System

« This system and all data are the property of the New York State Unified Courts System(UCS).

« Unauthorized use or attempted unauthorized use of this system is not permitted and may constitute
a crime. Such use may subject you to appropriate disciplinary action, criminal and/or civil penalties.

« Use of this system is only permitted by specific authorization of the UCS.

The use of computers, e-mail and the Internet by employees, agents and contract staff of the UCS is
subject to UCS policies. Use is limited to conducting official business involving the UCS.

Any use, authorized or not, constitutes an expressed consent for authorized personnel to monitor,
intercept, record, read, copy, access or capture such information for use or disclosure in any manner
without additional prior notice. Users have no legitimate expectation of privacy during any use of this
system or of any data or information on this system. If you continue, it will mean that you have read and
accept the above terms and conditions.

User Name
i |Password

Forgot Password

Password Screen

Initial Password Change

With the initial log in, you will be required to change the password given to you and select a
Private Hint Question. There are a few rules that must be followed when creating a new
password, or updating an old one:

1. The password must have 7 to 10 characters.

2. The password must contain three of the following four variables:
. Lower Case Letter(s)
. Upper Case Letter(s)
. Number(s)
. Special Characters: @ $ & % (For example).
[! and * do not work]

3. It cannot be a password that has been used before.

-8-
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Changing Your Password
You must change your password:

1. The first time you log in.
2. For security purposes, you are required to change your password every thirty days.

3. If you get locked out because you entered your password or user ID incorrectly three
times then you must request a reset and change your password by E-mailing the Office of
Attorneys for Children at ad3-oac-vouchers@nycourts.gov

l=IEY]

/2 https://apps-qa.courtnet.org/lawguardian/ChangePassword - Windows Internet Explorer provided by AD3

New York State Unified Court System

Old Password:

New Password:

New Password: (again)

Change Password | Cancel |



mailto:ad3-oac-vouchers@nycourts.gov

Attorney Profile

It is important to keep the information in your Attorney Profile up-to-date, for the following
reasons:

1. The address listed when you submit an E-voucher is the address where your payment
will be sent.

2. Your Vendor ID determines where the payment of an E-voucher will be allocated for
tax purposes.

3. The E-mail address on the profile is where password notifications or resets will be sent.

New York State Unified Court System

New
Voucher

Open
Vouchers

Reports and
Extract

Find
Conflict(s)

Appearance
Search

AFC Profile

Password

Log Out

First Name: Middle Name Last Name: Suffix:

Name and address provided by the Vendor Management Unit

Change Attorney Vendor Info | Remove Attorney Vendor Info |

Firm Vendor Id Add Firm Vendor Info
Phonet Business phone E-mail
Phone2
Phones - ~none- B
Apply Reset oK Cancel

-

To access your Profile, click on the AFC Profile tab, located in the lower left corner of the task

bar.

-10-



E-voucher System Screen

This is the main screen of the E-voucher System from which the task bar, Notices, Department
Questions and New Features can be accessed.

New
Voucher

[T pepartment Questions | New Features

Open
Vouchers

Reports and
Extract

Find
Conflict(s)

Appearance
Search

AFC Profile

Password

Log Out

System Requirements - Screen Resolution - The standard windows screen resolution used to program this application is 1024x768

Sy stem Requirements - The Attorney for the Child system requirzs the latest version of Adobe Reader. You can get the latest version fram the web site:
hitty com/products/acrobat/readstep2.html| [t nded you use the latest browser. Below are links to the web sites for each browser: Internet
w.google.com/toolbar/ie7/ Firefox: http:/, m.moz\lla com/en-Us/firefox/?from=sfx8&aid=1111424 Netscape: http://browser.netscape.com/ Safari:
om//safari/ AFCIV requires that the brawser you are using allow pop-ups

Explo
http:/

P
app

Email - If you use 3 spam filter, please update your filter to allow email from Law_Guardian_System@courts.state.ny.us in order to receive email notification of a
password reset.

The task bar, on the left side of the screen, contains tabs for accessing and creating vouchers,
generating reports and searching for conflicts and appearances. From the task bar you may also
access the Profile and Password options and safely sign out of the program.

-11-



Activity Codes & Descriptions
During preparation of E-vouchers, you will be asked to select activity and expense codes and
provide descriptions comparable to those required for conventional, hard-copy vouchers. Please

see also the Administrative Handbook, p. 30.

Out-of-Court Activities

A: Review Documents: Describe documents reviewed, e.g. "Review Petition and File."

B: Client Interview: Include the location where you met with your client; e.g. meeting at client's
school.

C: Travel: The C-Code is "Travel Time." Indicate where you traveled to and from.

D: Phone/ Correspondence: Indicate the method, subject and recipient of the correspondence,
e.g.. "Review letter from Father's Attorney re: visitation."

E: Legal Drafting: Indicate the document type and subject.

F: Legal Research: Indicate the subject of research, and reason for research, e.g "Legal
Research- Case Law, Preparing Appellate Brief."

G: Investigation: Indicate what is being investigated.

H: Out-of-Court All Other: Describe any other work related to representing your client.

In-Court Activities

For the In-Court Activities, J-N, select the appropriate Activity Code from the first pull-down
menu. Next, select the date, docket, and judge you appeared before from the other pull-down
menu, and briefly describe the appearance.

J: Initial Appearance

K: Pre-Trial Hearings

L: Fact Finding

M: Disposition

N: In-Court All Other

-12-



Expense Codes

P: Expenses: (other than mileage: Indicate the type of expense. (i.e. Copies, Postage) and the
quantity.

Note: Do not enter a ""$" symbol, as the system will not accept this special character.

Q: Mileage: Enter the number of miles traveled in the field titled "mileage," and in the activity
summary indicate where you traveled to and from. The system calculates the mileage
reimbursement based on the number of miles entered and mileage rate for the date traveled.

Expenses Requiring Receipts:

Tolls

Parking Over $15

Long Distance Phone Calls Over $15

Postage Over $15

Copies Over $15 - If the copying was done in-house, please indicate that in the "activity
summary."

Process Service- Include a copy of the invoice.

-13-



Creating a New E-voucher

To start a new E-voucher, click on the New Voucher tab located on the task bar. A box will
appear in the middle of the screen with the option to select a Court from the pull down menu.

ild - New Voucher - Windows Internet Explorer provided by AD3: s _io| x|

/2 uts - Attorney for

New York ate Unified Court System

& Hel
New

Voucher Court: =

Open ™ substituting for assigned Attorney for the Chi

Vouchers

Reports and
act.

Extr:
Find
Conflict(s)
Appearance
Search

Continue | cancel |

Log Out |

Select the court where the services covered by the E-voucher were performed and click the
Continue button in the lower right-hand corner of the window.

ided by AD3

ate Unified Court

Help

New
Voucher

pen i
Vouchers Albany County Family Court

Appeliate Division - 3rd Dept
Albany County Supreme Court
Albany County Surrogate's Gt

Reports and
Extract

Find
Conflict(s)
Appearance
Search

Continue_| cancel |

AFC Profile
Password
Log Out

-14-



Creating a New E-voucher - continued

Enter the case file number in the File Number box and click Add File #.

/= UCS - Attorney for the Child - New ¥oucher - Windows Internet Explorer provided by AD3

New York State Unified Court System

New
Voucher [ Aibany County Family Court R

Open I Substituting for assigned Attorney for the Child
VVVVVVV

Reports and

Extract

Find
Conflict(s)

Appearance File #: y

Selected File(s)#:

il Add File #b

Remove File #
Find Fils #

Continue_| cancel |

AFC Profile
Password
Log Out

If you do not have the file number, click the Find File # button. A smaller screen, shown below,
will appear. Enter the Docket Number and press Search. The file number and client name
appear; click the Add File #.

-15-



Creating a New E-voucher- continued

The file number will appear in the Selected File(s) #: . Click Continue

/2 UCS - Attorney for the Child - New Youcher - Windows Internet Explorer provided by AD3

File  Help

New
Voucher Court: [Albany County Family Court =]

Open I substituting for assigned Attorney for the Child
Vouchers

Reports and
Extract

Find
Conflict(s)

Appearance File #: .
Selected File(s)#:
S h
s [ Add File 20 T
Remove File #
Find File #

Continue | Cancel |

AFC Profile
Password
Log Out

The file number entered is checked against Family Court’s Universal Case Management System
(UCMS) to confirm that the file number is for the selected court and that you are the assigned

attorney.

-16-



Creating a New E-voucher- continued

In the next screen, enter the Client Name and Disposition (if known).
Select the Proceeding Type using the pull down menu.

#74e-; - Lz Guardian - New Voucher - Windows Internet Explorer provided by AD3

New York State Unified Court System
File  Help
[EE nctiviy Sheet | H
New
(Voucher || P Voucher for: IS < bstituting for I
Open Court: Albany County Family Court Document ID: 11180
Vouchers
Repiart- o Add/Edit Client Case Information:
Extract N
7Find “/Cllent Name: || Proceeding Type: :l'
Conflict(s) :>Dispﬂsiti|7n:
Appearance
Search
File - Selected File(s)#:
Add File # b 38123
Remove File #
Find File &...
Available Docket(s):
Unselect All
39641 G-[36217-07] Guardianship 08/15/2007 09/14/2007 Select All
39534 |- [EEETEOS] Custody 04/03/2009 06/22/2008
38123 w-[ 49562-08 Custody 06/10/2008 07/03/2008 =
Selected Docket(s): Add w | _Removea | ps
LG Profile
Password File # Docket Relief Sought Date Filed Disp. Date
Log Out
e e 1

Next select the docket number(s) covered by the voucher from the Available Dockets: list,
located below the File section. Scroll through the choices offered and highlight your choice(s) by
clicking on the correct line. Then click the Add button to drop the docket(s) into the Selected
Docket(s): box. Click the Continue with Activities button to go to the Activities Screen.

: - ~w Guardian - New Youcher - Windows Internet Explorer provided by AD3

New York State Unified Court System
File  Help |
Ll
= |Add/Edit Client Case Information:
ew T
Voucher Client Name: [ Smith_| Proceeding Type: |V -CUSTODY OF MINORS =l
Open Disposition: |Sub
Vouchers
Reports and
Extract File #:
Find il 5
Conflict(s) IF"E""— Selected File(s)#:
Appearance __AddFile#b | 38123
Search Remove Fils #
Find File # ...
Available Docket(s):
Relief S Unselect All
38641 | |g[36217}07 Guardianship 08/15/2007 09/14/2007 Select All
v-[Faaral-08 Custody 04/03/2008 06/22/2009
38123] |v[38217][8] Visitation 07/06/2007 11/18/2007 =1
Selected Docket(s): Add w | _Removea
w{36217 |os 06/10/2008 07/03/2008
LG Profile
Password
Eeeiivet T | Continue with Activities | Cancel |—

-17-



Creating a New E-voucher - continued

The Activity Screen is used to enter activities, mileage and other expenses.

There are two types of activities, In-Court and Qut-of-Court, which are added in different
ways.

In-Court Activities are entered individually. Begin by clicking on the Add New button on the
right side of the screen.

- Liiw Guardian - New ¥Youcher - Activity Screen - Windows Internet Explorer provided by AD3

New York State Unified Court System

File  Help |

New
Voucher

Proceeding Type: V - CUSTODY OF MINORS
Disposition: Sub

Client Name:
# Of Petitions:

Open

i
Vouchers

e Enter multiple out-of-court activities here. i

Extract

Find
Conflict(s)
Appearance
Search

Select

Add New

- | __ Delate |

LG Profile Apply | Reset

Password
Log Out b

-18-



Creating a New E-voucher - continued

The Add/Edit Activity box will appear; click on the Activity pull down tab to display a list of
activities with codes.

Sz - aw Guardian - New Youcher - Activity Screen - Windows Internet Explorer provided by AD3
New York State Unified Court System
File  Help |
e | Activity Sheet B
New 7 : hetit : 1
Notcher ent Case Information oucher fo: substituting fo Document Id
e Client Name: Srmith Court:  Albany County Family Court Proceeding Type: V - CUSTODY OF MINORS
Open # Of Petitions: 3 File# 38123 Disposition: Sub
Vouchers - —
e Enter multiple out-of-court activities here. i
Extract s
i “NEW™ "NEW"‘ “NEW™ FNEW™ | *NEW™ “NEW™ |"NE\.I\|"= Wi
LConflic(s) |
Appearance
Search
TR T Select |
Add New |
+] _ Delete
|A- Review Documents
B - Client Interview/Meeting
C-Travel
D - Phone/Correspondence
E - Legal Drafting
F-Legal Research
G- Investigation
H - Qut of Court - All Cther
J - Initial Appearance
K - Pre-trial Hearings
L - Fact-Finding
M - Disposition
LG Profile Appl N-In Court- All Other
e P -Expenses
Password Q- Mileage
Log Out i
2 I e L . i

After selecting the type of In-Court appearance, briefly describe the appearance in the Activity
Summary box. Then click the Apply button to return to the main Activity Sheet; from there
you can either continue entering In-Court activities, or begin entering Out-of-Court activities.
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Creating a New E-voucher- continued

Out-of-Court Activities may be entered either individually or in combination. Individual Out-of
Court Activities are entered in the same manner as In-Court Activities, except that the activities

and activity codes selected must relate to out-of court services, and a date must be entered for the
activity.

S7 el - L-we Guardian - New Youcher - Activity Screen - Windows Internet Explorer provided by ADS

New York State Unified Court System

Fie Help
Dockets =
New e - = =
Aeticher Client Case Information. I T
Client Name: Proceeding Type: V - CUSTODY OF MINORS
Open # Of Petitions: Disposition: Sub
Vouchers
T Encer multipl= ut-of-court activities here. I
Extract
Find
Conflict(s)
Appearance
Searcl
Select
Add New
| Delete
Activity: [N -In Court- All Other -
Appearance: | 06/10/2008 - Gerard E. Maney - 2 - V-B6217108 =| Time Spent: [1.00
Activity Summary: |CourtAppearance
Detail: Amount Charged:
LG Profile Apply | Reset |
Password
Log Out [
'

Entering multiple Out-of-Court Activities is less time-consuming than entering them
individually. To enter multiple Out-of-Court Activities, click on the tab entitled Enter
multiple out-of court activities here. A window will pop up like the one below.

The purpese of this screen is to allow up to 25 out-of-court activities to be added all at once. The date field will remain populated with the last
activity date entered.

I Client Interview: Please enter a location in the Activity Summary field for the client interview.

Please Note Activities entered on this screen are not saved until the Submit Activities button is clicked.

Activities are lost if:

1. The X in the top right corner of the screen is clicked. If this is clicked, the activities entered and not yet submitted will be
lost.

L

2. You navigate away from the Activity Sheet that opened this pop-up window.
3. A time-out occurs after 45 minutes. Activities entered during this time and not yet submitted will be lost.

Activity: | Ll Date: I ! .-’I ] Time Spent: I

Activity Summary:|

Add Activity w | Remave Activity |

Mumber of activities created, not yet submitted: |0
Activity Start Date Start Time

| |

Hours O/C Activity Summary

Submit Activities Close

STCET UE TS ST SOty Ot ST =TT requrea: -1

% [VOTICITET TS DEerT SUTITE S50 0y

220-



Creating a New E-voucher - continued

Start by entering the first Activity Code, Date, Start Time and Time Spent (see “Real Time”
below), and Activity Summary, then click Add Activity. The activity will be posted in the box
below. When you have finished entering the out-of-court activities, click Submit Activities to
save entries.

Please note that entries not saved will be lost if: 1) a time-out occurs after 20-30 minutes;

2) you navigate away from the Activity Sheet; or 3) you exit page by clicking the X in the
top right corner.

F h U= Lanuazcdor Mabiple ik el ook sckr

L T e T LT [T LY R B

The purmse of ths soeen is o albw up b 5 out-of -murt adbvites o be added all & onm. The dae fiald wil mmain populamd with ta last
achvicy date eramd.

e K

et Inbervlaw:  Plaase errer 3 lacation intha pedvity Summary field far the dieet intariesy,
(PhEasE Mobe ArvHies anbared an this Soreen ar8 not saved untll Bhe FARME AcHvLies buton |5 dicked,

Arhvidee are boetif:

1. il'hn # in tha bop right cormer of tha screan t= dickad. I this is dicked, tha adbdvitias antarad and not yat submidsad will ba
oet.

2, 'au navlpate away from e Aykey Sheak hat ppenad this pop-Up window,

2, AHma-out arcurs afar 45 minubes. AtkHes BiMErad durng tis Hme and not vek submnitad wil be kst

.-!.mvb,':_a Diake: IT,'E.rlEUU? Start Tima: I_I_l j’ Tme EpEnt: I_I_

fhDUrs iminubas)

rof activbie= Eesed, nok yak =ubmitted: I'I

Ad:iri:y&.m'rnrr:l
» Aokl Actihityw | Plemove Acthity |
peats

4 - yastigation  11/26/B107  41:158M  DLES chesck MR map For rauts from sdhool ba locstion of incidant; notes; dstance

Bubmil Atiwiicn I Coes I_"l

Fum® Gl FE AT Lnl a2 FeC TE BT O BB
gyt i nraicmpnc .. | W] vouERn e du - | @005 - lwcurbn - L | 7005 - Ly cuenen - [ S LGl - [ B DA s

Real Time

Time charged to vouchers in the E-voucher system will be in "real time", meaning that for each
activity you bill, you must enter a start time and the amount of time spent (in hour/minutes),
instead of a decimal system billing in tenths of hours. However, the voucher will print out in
tenths of hours and the actual time entered will not appear on the voucher that is printed, signed
by the attorney and submitted to court.

For example, in the drop down box entitled "start time", the attorney would enter the start time as
9:00 a.m. Next to that drop down box is another drop down box entitled "time spent"
(hours:minutes). The attorney would enter the time spent in hours and minutes, e.g. 1:30. The
activity time will show as 9:00 a.m. to 10:30 a.m. and the system does not permit hat time slot to
be billed again for that day.
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Creating a New E-voucher - continued

After submitting the Out-of-Court Activities, you will be taken back to the main Activity Screen
where you will see all the information you have entered to this point.

Guardian - New Youcher - lows Internet Explorer provided by AD3

New York State Unified Court

Fis  Help |
m Smith Court:  Albany County Family Court Proceeding Type: S - PINS :l
1 File# Disposition: Substitution

New ==

Voucher Clivi Enter multiple out-of-court activities here. i

Open Total Hours:{0/C) 0.70 Hours(I/C) 1.00 Mileage: 0.0 Expenses: $0.00 Amount: $127.50

Vouchers Date A i ours O ilcage Expenses Amount Charged Activity Summa

Reports and P £ .

Extract 04/07/2008 | Initial Appearance 1.00 £75.00| Court Appearance

Find 04/07/2008 | Review Documents 0.50 $37.50|Open and Review Fil:

M 04/07/2008 | Phane/Carrespondence 0.20 $15.00|Phone Conversation Select
Appearance —
Search Add New

4| | 9| Delete
LG Profile
Woucher has besn submitted 480 days after the last activity date. Affirmation required.

Password
fos Ut Affirmation | Print Activity Sheet | Submit and Print Voucher | OK I Cancel I—
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Creating a New E-voucher - continued

The process for entering Expenses, such as Travel, Postage and Parking, is essentially the same
as entering individual Out-of-Court activities. Select the proper Expense Code from the Activity
pull down menu. For each entry, provide an Activity Summary detailing what the expense
covered, then click Apply.

- - ~w Guardian - New Youcher - Activity Screen - Windows Internet Explorer provided by ADS

New York State Unified Court System

Fil=  Help
Dockets =
W e Client Case Information___ Woucher for: __ substituting f Document Id:
) Client Name: Smith Court: Albany County Family Court Proceeding Type: V - CUSTODY OF MINORS
egfghgrs # Of Petitions: T File# Disposition: Sub
e Acti . Enter multiple out-of-court activities here. [l
Extract Total Hours:(O/C) 1.70 Hours(I/C) 1.00 Mileage: 0.0 Expenses: $0.30 Amount: $202.80
Ei‘;',ﬂ‘“cﬂs) 06/15/2008 |Review Documents 0.50 $37.50 | Review Documer\d
Appearance 06/11/2008 | Phone/Correspondence 0.20 $15.00 | Correspondence
Rl 06/11/2008|Expenses $0.30 $0.30 | Copies x 2
06/10/2008|In Court - All Other 1.00 $75.00 | Court Appearanc Select
06/10/2008  Travel 1.00 $75.00 | Travel o [P EEEIGTE
< = Delete

P -Expenses -
pate: [0 ;,[17 |, [z008 Expenses: [0.30

Activity Summarv:lCOP\ES x2

Activity:

[

Detail: Amount Charged :$0.30
LG Profile 7 | s
B =1 A v Reset
Password -
Log Qut e

When entry of activities and expenses has concluded, the E-voucher can be either submitted, if
services in the proceeding are complete, or left open and active on the E-voucher System, if
additional services are anticipated (Page 26).

=w Guardian - New ¥oucher - Activity Screen - Windows Internet

Fie Help |
e I, e T |
\D:SUWI:her Total Hours:(O/C) 1.70 Hours(I/C) 1.00 0.0 E $0.30 A t: $202.80

Open Date _ Activity - Sum

Moxchors | 06/15/2008 | Review Documents 0.50 $37.50 |Review Documen

2:{::::? oo 06/11/2008 | Phone/Correspondence 0.20 $15.00|Correspondence

Find 06/11/2008 | Expenses $0.30 $0.30| Copies x 2 Select
ionflecics )| 06/10/2008 | In Court - All Other 1.00 $75.00|Court Appearanc ", | add New
Appearance % = Bl ——
Search 4 | 3 Delete

x|
:.’2 A A e e S T e e e b
|

LG Profile voucher has been submitted 409 days after the last activity date. affirmation required.

T The date entered for Review Documents is 06/15/2008, which is 3 Sunday .
(ECHC T Affirmation | Print Activity Sheet | Submit and Print Vigucher | oK || cancel |
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Submitting E-vouchers

In general, an E-voucher is to be submitted when the underlying proceeding has concluded with
the entry of a dispositional order. When all activities and the disposition have been entered,
carefully verify that the information displayed is correct before taking the next step,
because you will not be able to change it later. Then click the Submit and Print Voucher
button and confirm your selection when requested (See page 23). This will electronically submit
the voucher for payment but you are still required to sign the printed version and submit it to the
court for approval. The next screen will allow you to print the voucher for mailing purposes.

If the E-voucher is submitted within 90 days of the last date of services, the E-voucher will be
displayed in its completed format, and you will be asked once again to Submit and Print
Voucher.

You may be required to submit an affirmation to accompany the E-voucher, such as when the
voucher is being submitted 90 days after the last activity date. The program will alert you when
this is required. Click on the Affirmation button to display the template shown below (entries
have been blocked for privacy reasons). Enter a explanation for the delay in filing. Click Save
and Return to Activities and the box will close. If the voucher is ready to be submitted, click
Submit and Print. The affirmation box will appear again with the explanation you just entered.
Please note that you must check the box below the Warnings Requiring Affirmation label
before the E-voucher can be submitted. Then click the I Affirm button to enter the affirmation
and display the completed E-voucher.

=) |

indows Internet Explorer provided by AD3. i =10 x|

=y

Please
g | |Mote Text entered on this screen is not saved until the T Affirm button is clicked.

1

Text is lost if:

1.The X in the top right corner of the screen is clicked. If this is clicked, the text entered and not yet Saved will be s
lost

2.You navigate away from the screen that opened this pop-up windaow. ritution

3.A time-out occurs after 45 minutes. Text entered during this time and not yet Saved will be lost.

ties here. [l

|

‘| Albany County Family Court

Docket No: Petitioner, wv-[ |Respondent. e

Warnings Requiring Affirmation: tion
™ woucher has been submitted 480 days after the last activity date. Affirmation required.

Select
Add New
AFFIRMATION | Delete
an attorney licensed to practice law in the State of New York, affirms the following under the penalty of

=

=
Dated: 07/31/2009 1]
1 Affirm I Cancel I
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Submitting - continued

The completed E-voucher will look like the one shown below. The length of the E-voucher will
depend on the number of entries and expenses. From here, you can print the voucher. The
printed version of the voucher must then be submitted to the appropriate court in the same
manner as conventional paper vouchers. Please remember to submit all required
documentation of expenses when mailing the voucher. Follow the usual protocol for submitting
the printed E-voucher to the judge for signature, and the court will forward the voucher to the
Office of Attorneys for Children for processing and payment.

Please remember to review all entries and expenses. Once the voucher is paid, lost time
cannot be recovered.

L x]
File Edit View Document Tools ‘“Window Help *
=1 B [1]i4 - = |1nz% i Find )
Document Id: l:l
STATE OF NEW YORK - JUDICLIARY ‘Voucher No.
LAW GUARDIAN VOUCHER APPELLATE DIVISION
THIRD DEPARTMENT
Originating Agency Originating Agency Code Interest Eligible (Y/N) P-Contract
Family Court 05033 Y
Payment Date OCS Use Only Liability Date
06/15/2008
Payee ID Additional Zip Code Route Payee Amount MIR Date
ooexx| | 12203 $202.80 07/29/2009
Payee Name (Limited To 30 ng:ces] IRS Code IRS Amount
Payes Name (Limited To 30 Spaces) Stat. Type Statistic Indicator Dept.  Indicator-Statewide
Address (Limited To 30 Spaces RefTov. No.
Address (Limited To 30 Spaces) Reflnv. Date
06/15/2008
City (Limit To 20 Spaces) State Zip Code
ATLBANY NY 12203
For Legal Services Rendered as Law Guardian pursuant to FCA At 2 part 4 m the Family Court of Albany County
from 06/10/2008 to 06/15/2008 for Acevedo. file number(s) 26781,
PROCEEDING CODE TOTAL HOURS AMOUNT
i STODY OF MIN 170 £127 50
= 15 Sencrated[1].pdf - Adobe Reader == =]
File Edit View Document Tools Window Help x
| = Bzl ®® |102% it B[R -
[=]
Document Id: [
|Case Information: |
Client Name: l Smith Court: Albany County Family Court Proceeding Code: V - CUSTODY OF MINORS
# of Petitions: 1 File #: Dispasifion: Sub
Activities:
Hours (.100s)
Date Activity oc c Miles Expenses Amount Charged Activity Summary
6/15/2008 A - Review Documents 0.50 $37.50 Review Documents
6. 008 P - Expenses $0.30 8030 Copiesx2
06/11/2008 D - Phone/Correspondence 020 $15.00 Correspondence to Assigned
Law Guardian
6/10/2008 N - In Court - All Other 1.00 $75.00 Court Appearance
6/10/2008 C - Travel 1.00 $75.00 Travel
[Total 1.70 1.00 0.00 $0.30 $202.80
Details:
[File # Docket Relief Sought Date Filed Disp. Date
38123 v [EeziT]-08 Custody 06/10/2008 07/03/2008
‘Warnings:

Woucher has been submitted 409 days after the last activity date. Affirmation required.
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Open Vouchers

If you have an on-going case and wish to enter activities as the case proceeds, after adding
activities and expenses click OK instead of Submit and Print. This will keep the E-voucher

open and allow it to be accessed for future additions in the Open Voucher tab in the task bar on

the left side of the page.

Once you have clicked on the Open Voucher tab, to add activity, you will see a list of open E-
vouchers that can be selected for updating. Simply highlight the E-voucher and click Select to

Update. This will take you to the activity sheet where additions can be made.

New York State Unified Court System

File  Help

New

Open

Reports and
Extract

Voucher

Vouchers

Izaa I Activity Sheet

Client Name:
# Of Petitions:

.

Srnith Court:  Albany Caunty Family Court
i File# 38123

Proceeding Type:
Disposition:

Sub

\ - CUSTODY OF MINORS

Total

Hours:(f)_ft) 0.50

| Enter multiple out-of-court activities here. I

Find

Appearance
Search

LG Profile
Password
Log Out

Conflict(s)

v

Hours(I/C) 1.00 Mileage: 0.0 Expenses: $0.00

P T

Amount: $112.50

08/15/2008

Review Documents

0.50

$37.50

Review Documents

06/10/2008

In Court - All Other

1.00 575.00

Court Appearance

H

Select
Add New

Delete

06-




E-voucher for Substituting Counsel

Preparing an E-voucher for the substitution of counsel is similar to the process of creating and
submitting a typical E-voucher, with the addition of a few steps in the beginning. When you click
on New Voucher in the task bar, the screen below will appear.

Select the court where the proceeding covered by the E-voucher is taking place and then check
the box next to the Substituting for assigned Attorney.

w Guardian - New ¥oucher - Windows Internet Explorer provided by AD3

r York State Unified Court

File  Help

AGhChor court: | =

Open ™ Substituting for assigned Law Guardian
Vouchers

Reports and
Extract
Find 4
Conflict(s)
Appearance

Search

Continue Cancel

LG Profile
Password
Log Out

The Select Attorney to Substitute for. .. button will appear; click on it. A new window will
pop up and ask for more information about the attorney you are substituting for.

w Guardian - New Youcher - Windows Internet Explorer provided by AD3
New York State Unified Court System

File  Help

oTChey Court: [Albany County Family Court =1

Open ¥ Substituting for assigned Law Guardian

Vouchers

Renorteand Select Attorney to Substitute for |

Find

Conflict(s) File Selection:

Appearance i :

i File #: Selected File(s)#:
———— Add File 2P

Remove File #
Find File #
Continue | cancel |

LG Profile

Password

Log Out
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E-voucher for Substituting Counsel - continued

Enter the name of the assigned attorney and click Search.

Fils  He &r
——— flAssigned Law Guardian Search: J
m To search you must enter at least two letters in either the Last Mame, or First Mame. If the last name has just one letter, an exact
search will be made on the letter entered in the last name. If you are unsure of the spelling, yvou may enter the first few characters of
New the name. To narrow your search enter the Attorney's full name.
Voucher
open | |Mame: (LaseoC_J (First)[J Middie)] Search |
Voucher
Reports
Extract
Find
Conflict
[ETHLE R cancel |
Appearz
Search
Continue Cancel ||
|
LG Profile
Password
Log Out

Another box open will open with a list of suggested matches. Select the attorney you are

substituting for and click on Return Assigned Attorney. This will take you back to the original
New Voucher screen.

lew York State Unified Court
/2 UCS - Law Guardian - New Youcher - Assigned Law Guardian Search - Windows Internet Explorer provided by AL
Fl=  He =l
Sl l assioned Law Guardian Search: ]
To search you must enter at least two letters in either the Last Name, or First Name. If the last name has just one letter, an exact
search will be made on the letter entered in the last name. If you are unsure of the spelling, you may enter the first few characters of
‘r:ewh the name. To narrow your search enter the Attorney's full name.
‘oucher
e . D ( —I
oo MName: (Last)l ] (First) (M\ddle)l Search
Voucher
Reports
Extract
Find s ) . < o - . .
Conflict! Number Attorney Registration Firm Name Address
Appearz q o131 [LAw OFFICE OF 1 ALBANY, NY 12203-5015
Search
> Return Assigned Law Guardian | Cancel
Continue Cancel ||
]
LG Profile
Password
Log Out
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E-voucher for Substituting Counsel - continued

You will be returned to the New Voucher screen and will see the heading that shows the
substitution has been made for the case on the voucher. Continue as if entering a typical E-
voucher and submit accordingly.

Please note that when preparing a substitute E-voucher, a warning is issued by the system that
says the attorney was not present in court. That warning refers to the assigned attorney and not
the substitute attorney.

File  Help

New (RS
Voucher Cuurt:l

Open W substituting for assigned Law Guardian
Vouchers

Reports and
Extract

Find
Conflict(s)
Appearance
Search

Continue I Cancel I

LG Profile
Password
Log Out
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Reports and Extract

The Reports and Extract tab on the task bar contains a pull down menu with four utilities, as
shown below. To browse or access, click the Reports and Extract tab, and select from the pull
down menu what report or extract you would like to use/view.

* aw Guardian - Reports Menu - Windows Internet Explorer provided by AD3

File  Help

New Select Report or Extract:

Voucher

Open Attorney Assignment Report (Family Cour)
Vouchers Generate Activity Extract

Reports and Submitted Voucher Report

Extract Un-Vouchered Dockets (Family Court)
Find

Conflict(s)
Appearance
Search

LG Profile

Password

Log Out _ Close |
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Reports and Extract - continued
Attorney Assignment Report

The Attorney Assignment Report allows you to find your assignments by searching either by
date range or a docket number and court.

In the spaces provided, enter either the date range (MM/DD/YY YY) or the docket number and
the court, then click Search.

i.aw Guardian - Reports Menu - Attorney Assignment Report - Windows Internet Explorer provided by ADS
New York State Unified Court System
File  Help
New Select Report or Extract: IAﬂorney Assignment Repor (Family Court) L!
Voucher =
Open
iate T |
E:t;:;rc? and Assignment Date: (From) 104 /IDS T = (Ta) |07 /105 JIZDDS =
Find Docket !V =74 —IDS ,‘IDS:‘\ Court |Albany County Family Court =l Search I
Conflict(s)
Appearance
Search
LG Profile
Password
Log Out Close

Once you click Search, the system will compile a list containing all of your Assignments. You
can generate a PDF Attorney Assignment Report which allows you to print or save the report.
To do this, click Print Preview Report.
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Reports and Extract - continued

Generate an Activity Extract

The Generate an Activity Extract option allows you to extract activity data from a particular E-
voucher and import it into a spread sheet program, i.e. Excel.

Return to the pull down menu and select Generate an Activity Extract. The box below the pull
down menu will appear and require you to enter the Document ID in the space provided.

If there are specific dates you would like to extract, enter the Date Range and click the Search
button.

3 1%5 - .aw Guardian - Reports Menu - Law Guardian Extract - Windows Internet Explorer provided by AD3 ;
New York State Unified Court System
Fle  Hep |
New Select Report or Extract: [{€:)
Voucher
Open ? ExtractFile Format i
Vouchers
E:t[:':rctts L Document I1d: I i /
Find Activity Date Range: (From]l i3 /I 19 | 2008 =] (To)| 07 /| 18 /| 2008 =]
Conflict(s) o
Appearance S
Search Activity Date  Client Name © Document Id Search
LG Profile
Password
Log Out &l
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Reports and Extract - continued
Submitted E-voucher Report

The Submitted Voucher Report option allows you to access and print each E-voucher that you
have ever submitted on the system, and track its processing by the Office for Attorneys for
Children. After selecting Submitted Voucher Report, fill in the Submitted Voucher Date:
(From) MM/DD/YYY'Y. Make sure to select Sort By: Submitted and click Search.

dian - Reports Menu - Submitted Youcher Report - Windo nternet Explorer provided by A

New York State Unified Court System

File  Help P

New Select Report or Extract: [Ealte W G0 -

Voucher

Open
Vouchers

g:tpl_';':f it Submitted Voucher Date: (From) -m / / -m & oy [06] -29 i -2005 <::|

Find \Sort By:
Conflict(s) = Appellate Receipt Date ' Check Date ¢ Client Name ¢ Submitted search |

Appearance
Search

LG Profile
Password

Log Out Close I

After you click search, the system will compile a list of all the E-vouchers that you have submitted
within the date range. To print an E-voucher, simply highlight that particular E-voucher and click
Print Preview Voucher. A PDF will pop-up in your screen where you can either print or save.
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Reports and Extract - continued
Un-Vouchered Dockets

The Un-Vouchered Docket Report will provide you with information regarding Family Court
dockets and files that you have not billed.

From the drop down menu, select Un-vouchered dockets. (Pictured Below) Then enter the Date
Filed Range, in MM/DD/YYYY to MM/DD/YYYY and click Search

21507 - . aw Guardian - Reports Menu - UnYouchered Dockets Report - Windows Internet Explorer provided by AD3

New York State Unified Court System

File  Help

New R a8 N Rl et (e ol Lin-Vouchered Dockets (Family Court) - (\—‘

Voucher — —

Open Repe ions

Vouchers _ _

Reports and Date Filed Range: (From) [06 ] /(08 |/ [2000] [ (7o) [0e] /25 ] [2008 | Search |

Extract

etiens Y
Find

Conflict{s)

Appearance

Search

LG Profile

Password

Log Out _ Close |

After you click on the Search button, a window containing the list of all of your un-vouchered
dockets will appear. From there, you can select the docket you are looking for.

*Note: Dockets billed using conventional paper vouchers will appear on the list of un-vouchered
dockets.

Once a voucher has been created for a file number, the corresponding docket will be removed from
the list.
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Appearance Search

The Appearance Search function on your task bar can be used to find any appearances you have
had in Family Court for a particular file number or docket number.

To run an appearance search, click on Appearance Search located on the task bar. In the space
provided, enter in the Docket Number or File Number, then select the Court and click Search.

=w Guardian - Appearance Search - Windows Internet Explorer provided by AD3

File  Help
m IH IEIHE!E' Appearance Search
New
Voucher S 7
L in- ‘appearance activity:
\(I’upue:hers Please enter a Docket Number or a File Number and select a Court.
Docket Number: o A Court: [Albany County Family Court =
Reports and
Ealear] File number:
Find ’—‘ s Search
Conflict(s) —I
Appearance ol
Search
\Attorney type for docket V-01714-06/084A is Law Guardian
f 04/22/2008 1 Not charged
A 05/16/2008 1 11
06/04/2008 1 llj ‘
NG
‘ Seledt,
LG Profile
Password Reset
Log Out

The Appearance Data box will appear next. From it, choose the correct date and press Select.
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Find Conflicts

After entering an E-voucher and clicking the Submit and Print button, you will see the
completed voucher on the screen (page 25). If there are conflicts within your voucher, a warning
will appear on the last page and will prevent submission. In order to find the problems behind the
warning, click on Find Conflict(s) in the task bar. Enter the Document Id number of the
voucher(s) with conflicts. The Document Id number can be found in the upper right corner of the
submitted voucher page. Click Search. [Other warnings, such as holidays or weekends, will not
prevent you from billing.]

w Invwdopsrden 4 anHetaescrh Linddosrtcbi e SBeonendt Inkermet | rpinrees pranan By e | sl Semiere ing g e

T [reecomare| E

MHew

Nechor || T

Opan Plazsa anbar a Damumant [d.

Wouchers If that document has unreaclved conflids, detail abaut the conflicts will be retumed,

Reports and Decumsant 1d: |1B455
Esltr ot

LG Profile
Password
Log Ot

Fiset] 8P B U Hivedl Bron i 0 | B torcPerfect 13- Lo | (4 0005 - B ey o | 88068 - L, ([ 008 - oo et [ TR 6 3z
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Find Conflicts - continued

Next the Conflict Search Results will appear. In the section labeled Conflict Group 1,
will be displayed the exact conflict(s) within your voucher. The reason for the conflict maybe one
of the following: overlapping activities, time billed exceeding 12.00 hours for one day, an incorrect
or lack of Description, Court, Activity Detail or Document ID.

s 4 Towdenoribin dambls el Tasl Coadia s 0 S Boraisddb Inbe rmes | S s pervs BERY Ehe By qu-'.ul_ "-|"|nu_~ Uﬁl_:

Trmatiaeel O

T [ oo | SRR

S T e ek B e i
Hew Plemse =nber 3 Dopument [d.
Wai har I that dotumant has tnrasalvad canflices, datalls abaut tha corflicks will ba retuermad.
Open Documant 1d: J175300
W her pm
o r——— =
Aaporis
bt et o et e b B
Sanrch | one group(=) of vouchers matching th: critmria =nber=d heree been found which contain conficts,
g 00 |
The Law Guardlan has the ablity to resolve a camflict by seleddng the addwty thay wish to modify and then clck the Select butkon,
Fimd {Thi= iz not available to Appellate Departnent ataff),
Canfllck] )
ET“I":' "'.L SamHEt E Lelal |al{|.5,| Jq'ﬁl-_l.L"" el ol o« ST RO 1 L'f"'ih—""-'ﬁl-h l-l;ll'l-': b
!“EI'_"“‘" el S i e i =
Mabitenmnoe Tekal = of haurs for daba 10715/ 2008 anceads 13.00. Oralda Caunty Famlly Caurt A.I:I:I‘-ﬂ:‘r Faviaw Dacumante an 10/15/200E |e bk
Wi o Oraalda Caurnty Famlky Court AcHwiby Radaw Dacumants an 101572008 |e bilk
Lai -
Al o o e 2 | 3 i

Password
Laog Durt

o] 8 0 W H5 Hovell Grouptiiee ., | iy WOroPerfect 43 - [, | (3 UOMS - Brie Fomly | 8 108 - Lewuardien,. [ ooy L cmarn - [T R 82y 1237 A

To correct the conflict(s), click on the Open Voucher tab. Highlight the voucher you need
to make corrections to and click Select to Update.

In the Activity Summary box, locate the date or activity that you need to make changes to.
Highlight the activity and click Select. Make the corrections and click Apply.

-37-



Contact Information

If you have questions regarding the E-voucher or desire assistance with any aspect of the system’s
operation, please do not hesitate to contact us. We would be happy to help.

There are two ways to reach us:

1) Email us at : ad3-oac-vouchers@nycourts.gov

or
2) Call any of our staff

Maureen Reilly at (518) 471-4829
Jennifer Hornick at (518) 471-4828
Jennifer Flanagan at (518) 471-4830
Christian Weyant at (518) 471-4827
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