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Getting Started with Microsoft Live

If you already have an Office 365 account, you can use the “Organizational Account” option to
sign in. If you do not have an Office 365 account, please create a Microsoft Live account.

Go to: https://signup.live.com

B® Microsoft

Create account

Use a phone number instead

Get a new email address

© 2019 Microsoft ~ Terms of Use

Enter your email address and follow the prompts to create your account. After creating an
account you will be asked to verify your account:

v B v @ v Pagew Safetyv Tookv @v

B® Microsoft

< I g mail.com

Verify email

enter the code we sent to [ G omail.com.
If you didn't get the email, check your junk folder or

try again.

. I would like information, tips, and offers about
Microsoft products and services.

Choosing Next means that you agree to the Microsoft Services
Agreement and privacy and cookies statement.

© 2019 Microsoft  Terms of Use  Privacy & Cookies



https://signup.live.com:

Go to your email to retrieve the security code and enter the code in the field provided, click
“Next.”
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Once your account is created and verified, you should see the following screen:

5% & Appellate Division Fourth ... & Appellate Division Fourth ... & Web Slice Gallery = &) Yahoo! &~ ~ (3 deh v Pagew Safetyv Tools~ @~
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E® Microsoft I Account VYourinfo Privacy Security Rewards  Payment & billing ~  Services & subscriptions  Devices  Family POl B

=] ho I

Set up a way to pay Earn & redeem points Manage your devices

Payments & billing Microsoft Rewards Devices

Setup > Tell me more > Add a device >

-
Track your orders from Microsoft Store & .. i; 0
\—

Easily track your orders in order history ~ o
View my order history > @

Payment & billing Devices Subscriptions Family

-
- e A "M ey -

H125% v

After creating your Microsoft Live Account contact the agency representative listed below to
provide your email address. If you have Organizational Account (did not need to create a new
account), please contact the agency representative below to provide your email address.

Experts: Lisa Conte at lconte@nycourts.gov
Judiciary Law 35(8): Amy Hugyecz at ahugyecz@nycourts.gov



mailto:lconte@nycourts.gov
mailto:ahugyecz@nycourts.gov

Upon receipt, your agency representative will send you an email to access the Online Voucher
site.
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Click the link “Online Voucher” - You will see a screen saying “Welcome to SharePoint

Online.” To accept the invitation you will sign in using the Microsoft Live account created or
your Organizational Account. Enter your email, click “Next,” enter Password and click “Sign in.”

ps://lagin.microsoftenline.com/3436fe32-cod O ~ @ &

File Edit View Favorites Tools Help

5 £ Appeliate Division Fourth .. £ Appellate Division Fourth ... &) Web Slice Gallery v £ Yahoo!

B~ B - & - Pagev Safetyw Took~ @~

B Microsoft
Signin

tmaH, phone, or Skype

Can't access your account?

©2019 Microsoft ~ Terms of use



Welcome to the Online Voucher Program

Once you sign in you will be directed to the New York State Unified Court System Online
Voucher Program Homepage, displayed below.

WELCOME To view Submitted requests, select your Department
First Second Third Fourth

For additional pratocals, procedures and campensation
guidelines, please refer to the Appellate Department

ONLINE VOUCHER PROGRAM website where you are submitting the Voucher,
¥ : Appellate Darsion - First Appellate Division - Seccad
We are pleased to announce the introduction of the State i) O il O

Online Voucher Program, a web-based compensation claim  agpeise bwison Thid  Appelate Division - Fourth
ﬁ||ng and prucessmg system udicial Department Juaicial Department

+ Ta view the online manual, dick here
« For compensation rate guidelines, click hers,

Upon completion, you must print the voucher and mail itto . 7o cownload the Expert Actvty Worksheet, cick @]~ ariaont
the court for the judge’s signature along with your bere
Juag g g yo « To dawnload the Assigned Counsel and Weekend Assigned Counsel
worksheet, court order(s) and supporting documentation intake Activity Worksheet, dick here €1 Worksheet
l:C ” ¢ ot Brintoutsof indicati i « To download the temization Warksheet, click here,
L L maps Indicating mileage, - For miteage rates click here, RExpense Itemization|

« To print an Affidawit in suffNart of yaur Voucher, Worksheet

click here
ALl VOUCHERS ARE SUBIECT TO ALDIT BEFORE AND

AFTER PAVMENT CLICK HERE to access
Vouchers submitted PRIOR to Oct. 1,

1/ 2018

To create a New Voucher click here

etc.)

To update a Voucher click here

N
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Expert Services Worksheets

Practice Tip: Create a folder on your computer and download the Expert Activity Worksheet and
Expense Itemization Worksheet template to it. Enter your time and expenses, rename and save
the worksheets for each case. Prior to completing the Online Voucher please download, complete
and save the Expert Activity Worksheet to your computer, displayed below.

AFC-ExpertExpenseWorksheet sisx - Excel Amy Hugyecz
Page Layout Formulas Data Review View Add-ins Foxit PDF Q Tell me what you want to do
| i e AaiNarmow <9~ 2 jop Te ; i - jo
| paste E%E:"za;pmm 0o oy é:?::wl‘:t‘}n‘?‘ FQT\:‘V: as insert Delete Format ;itli\( :;‘r\:;t&i
Clipboard in) Font Alignment Number Styles Cells Editing ~
A0 E E -
A e | ¢ |pgl F G H | 1 | » | Kk L | m | N~ | © | P | @ | R | s | v | uwu | v | w | x |[4

1 APPELLATE DIVISION

2 ATTORNEYS FOR CHILDREN

3 Eaper Expenee Worksheet UG 020 For Example, you'd like to bill from 9:08 to 9:25, enter:

4 |Payee Name: Ciient Name:

= Under Starting Time, type (09) followed by (:) followed by

6 |0 37 D bon D

e (08) followed by a (space) and then type (a) or (p) and

. Time: {For Example: 308 p.m.) - Enter hour (03) foflow by a Colon (3, MEHEE-: mine (08), Enter a space, and then type “2” for AM or " for PM, mdmb press enter

9 Date _[Starting Time|Finish Time| Number of Hours ‘Summary of Services Provided . .

10 om) Under Finish Time, type (09) followed by (:) followed by

1 om (25) followed by a (space) and then type (a) or (p) and

12 L) press enter

13 000

= o The worksheet will auto-calculate the "Number of Hours"

16 000

i) 0|

18 000

19 000

20 000

21 000

22 000

2 KM{

Sheetl | Sheetl (2) @ ‘ :

Ready ] s 1 + 100%

- ———r e =

If you have expenses associated with the services provided please use the Expense Itemization
Worksheet displayed below.

Expense temization Worksheat xisx. [Read-Only] - Excel Amy Hugyecz
Foxit PDF Q Tell mewh. o do
B X Cut = e = o By h | X AutoSum - A p
F e - Calibri 12 -|K General ’_:) Normal Bad =i ;X ] Do A d
[ pae oo B ru - A § -9 » <3 Conditional Formatas| Good Neutral _ Insert Delete Format B Sort & Find &
- ormat Painter ormatting - Table~ - - - Clear Filter~ Select~
Clipboard © Font & 5 Number & Styles Cells Editing -~
Az i £ Expense Itemization Worksheet ~
A 8 € D E IS H f J K i ™M N o P Q R s [~
1 State of New York - Unified Court System
2
3 Expense ksh
4 [Payee Name: | [client Name: |
5 [File #: | |Docket/indexs: |
6 Date Assigned: | |pisposition Date: |
5
8 Date [ Type of Expense | Mileage Rate (If [ Miles (if [ Amount | Description
9 $0.00
10 Locate the i
1 N $0.00
2 mileage rate s0.00
= on the Online $0.00
14 $0.00
15 oucher .00
- Program $0.00
17 $0.00
18 Homepage $0.00
19 $0.00
20 $0.00
21 $0.00
22 $0.00
23 $0.00
24 $0.00
5 $0.00
26 $0.00
27 $0.00
28 $0.00
29 $0.00 -
Sheetl ® £l v
Ready i) o = 1 + 1005
- ey e — T —
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For Example, you'd like to bill from 9:08 to 9:25, enter: 

Under Starting Time, type (09) followed by (:) followed by (08) followed by a (space) and then type (a) or (p) and press enter

Under Finish Time, type (09) followed by (:) followed by (25) followed by a (space) and then type (a) or (p) and press enter

The worksheet will auto-calculate the "Number of Hours"  

ahugyecz
Textbox
Locate the mileage rate on the Online Voucher Program Homepage


Creating a New Voucher for Expert Services

Reminder: Complete both the Activity and Expense worksheets prior to creating a voucher!

B nttps://nycourts sharepoint.comsites/Expertvor O = @ © | B Online Voucher - OnlineVo...

File Edit View Favorites Tools Help

Y% £ Appeliate Division Fourth .. ] Appellate Division Fourth ... £ Web Slice Gallery ~ & Yahoo!

% - B - & - Pagev Safety~ Toos~ @~
New York State
Unified Court System Q 3 i .
BROWSE  PAGE €) SHARE Yy Follow ¢ eom O
mail It To the court Tor the judge’s signature along - To download the Assigned Counsel and Weekend A
with your worksheet, court order(s) and supporting Intake Activity Worksheet, click here.
d : : 7 - » f . To download the Itemization Worksheet, click here.
ocumentation (copies of receipts, printouts o s FermilrEe s e
maps indicating mileage, etc) . T‘o Er[:nt an Affidavit in support of your Voucher,
click here

ALL VOUCHERS ARE SUBJECT TO AUDIT BEFORE
AND AETER PAYMENT. CLICK HERE to access
Vouchers submitted PRIOR to Oct. 1,
2018

To create a New Voucher click here @-

To update a Voucher click here

hitps://nycourtssh .

Select Expert (JC2020)

sharepoint.com/sites/ExpertVor O ~ @ © | & Online Vouchers - New Form

File Ecdit View Favorites Tools Help

w3 & Appellate Division Fourth .. & Appellate Division Fourth ... &) Web Slice Gallery v & Yahoo! - ~ [ dh v Pagev Safetyv Toosv @+
w5 2] App PP Y i g ety 2

Online Voucher

Please select an option:
Assigned Counsel
JExpert (1 2020) <

Document ID: 2019-01-25 -

PLEASE CLICK HERE FOR INSTRUCTIONS
Click on the link to fill out:

Affidavit In Support |

®125% ~
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Expert Voucher (JC2020)

Online Voucher

Piease select an aption: Expert 10 2020 Ei
VOUCHER FOR PHYSICIAN, PSYCHIATRIST, PSYCHOLOGIST, S0CIAL WORKER DR INVESTIGATORS

Online Voucher Key:

1. Enter Vendor ID Number - Online voucher will
auto-fill items 1-4.

Document ID: 2019-01-25 -

5a. Enter the File #

PLEASE £ iCK HERE FOR INSTRLICTIONS

5b. Enter the Docket(s)/Index Number

6. Reference Invoice Number: Please use Client's

Full Name

7. Date will auto-fill with the date you complete the
voucher.

8. Select Professional Category and Service Year -

The Standard Rate will auto-fill.

9. Select Court Type

Select County Court
Enter the period in MM/DD/YYYY from

to when services were provided
Enter the Client Name

10. Enter the Court Order Date in MM/DD/YYYY
Enter the Court Order Hours
*Use the Total # hours billed on your

Expert Worksheet.

11. Actual Hours Worked: Enter Total # Hours

billed.

12. Select the Year - Voucher will auto-fill the rate

Enter the Miles - Voucher will auto-fill the total

*If you have mileage in more than one year
click insert item to add another year.

13. Enter total Expenses

14. Indicate # of Adults and # of Children

*This is required field. For example: If you
provided service to one child and no adults

you would put (0) next to Adults and (1)
next to Children.

: |15. Did the Court Order provide a fee

apportionment - Select Yes or No

16. If you selected Yes, enter the apportionment
If you selected No, enter 100% next to State

1, Vendee ID: |1, Vendar Name:
3, Business Name:
A, Adidress:
City: T&-htl: Zip Code;
Sa. File Number: 5b. Docket/index Mumber;
B Ref/Imv Number: 7, Date: 1/25/2008 =
B. Frofessional Category: SElect.. E Standard Rate; Court Qrdered Rate
Service Year: SElEL E
EXFERT VOLICHER
8. For services rendered by mental health prolessionals, physicans or mvestigators pursuant to Section 35 of the Judicary Law inthe Seleet.. ﬂ
tourt of (2] Caunty during the peried from o =
Service For [Client Mame]:
10, Compensation and/cr Reambursement Kowt Order Dute Court Order Maurs
= .
Enter Court Order Date(s) and & of Howrs. {5ee Instructions) B inor e
11, Actual Hours Worked:  Connpt exceed maximum hours provided by court order -
Year Mifes Rate Totol
12 Trawed - Total number of Mies: S P
*Plegse inciwde o copy of MopQuest/Geoglefaps indicating todal miwege. Click here far ‘E X = 30.000
the Activity Warksheet, Click here for on Expense itemization Worksheet* ja et kam
Mileage Totad; $0.00
13. ather Expenses:
i4. Please indicate number of Adults and Children nvalved in this caze: Adults: *  Children: r
15. Did the Court Order provide for fee appartionmant? O ves Ouo
16, I Yes, Please indicate appartionment as stated in Caurt Order:
STATE % ? COUNTY % OTHER %
Court Drdered Maa
Hors Hourly Rate Haurs Billed Expanses Grand Total Cour Ovdered State % | Total Billed to State
" $0.00 50.00 “I50.00 ;
ATTACHMENTS
ADD ATTACHMENTIS]
VENDOR CERTIFICATION

Attachments:

ﬁw:llckm:mum | eredy certify that the sbove statement of services prowided is true and corract, amd that noe ather claim for payment has
been made for the time stated therein and that na part thereaf has been paid, except as stated therein and that the balance stated & due and
owing and that taxes from which the 5iate 15 sxempt and excluded therefram.

Signature Date 4
FOR USER OF COURT JUDGE/IUSTICE

1. Court Order

2. Activity Worksheet(s)

3. Expense Worksheet (if any)
4. Receipts (if any)

/endor Certification:
1. Click the box certifying that the statement

| hereby certify that in accordance with the above statement of services, the tatal fee awasded fof sisch services is fair and just and is sat forth
abeve,

Signalure Date

is true and correct.
2. Sign on the signature line

Click either "Save" or "Submit as Final" or "Cancel"

FOR UCS ADMINISTRATIVE PURPOSES ONLY

Mail the voucher and attachments to the Judge for

| hereby certify that this woucher is correct and just and payment is horeby approved.

Signature Date
| SAVE ) [ canee

signature.

Clicie on the nk to il out: Atfidawit 0 Support f



ahugyecz
Textbox
Online Voucher Key:

1. Enter Vendor ID Number - Online voucher will auto-fill items 1-4.

5a. Enter the File # 

5b. Enter the Docket(s)/Index Number

6. Reference Invoice Number: Please use Client's Full Name

7. Date will auto-fill with the date you complete the voucher. 

8. Select Professional Category and Service Year - The Standard Rate will auto-fill. 

9. Select Court Type
    Select County Court 
    Enter the period in MM/DD/YYYY from        
    to when services were provided
    Enter the Client Name

10. Enter the Court Order Date in MM/DD/YYYY
      Enter the Court Order Hours 
        *Use the Total # hours billed on your
         Expert Worksheet. 

11. Actual Hours Worked: Enter Total # Hours 
billed. 

12. Select the Year - Voucher will auto-fill the rate
      Enter the Miles - Voucher will auto-fill the total
        *If you have mileage in more than one year
         click insert item to add another year.

13. Enter total Expenses

14. Indicate # of Adults and # of Children
        *This is required field. For example: If you 
          provided service to one child and no adults 
          you would put (0) next to Adults and (1)
          next to Children. 

15. Did the Court Order provide a fee apportionment - Select Yes or No

16. If you selected Yes, enter the apportionment
      If you selected No, enter 100% next to State

Attachments: 
       1. Court Order
       2. Activity Worksheet(s) 
       3. Expense Worksheet (if any)
       4. Receipts (if any)

Vendor Certification:
       1. Click the box certifying that the statement 
           is true and correct.
       2. Sign on the signature line

Click either "Save" or "Submit as Final" or "Cancel"

Mail the voucher and attachments to the Judge for signature. 
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Submitting Expert Services Voucher

Once you check the box under Vendor Certification, you will see the option “Submit as Final.”
If your voucher is complete, click “Submit as Final.” If you want to continue working on the
voucher at a later date, click “Save.” Once you “Submit as Final” you will see the message
displayed below.

Zi v B v ) & v Pagev Safety~ Tooks~ @~

Thank You!

Your Voucher has been submitted.

Please note that you must print and mail the voucher together with the following
documents to the presiding Judge:

Copy of the court’s order(s) authorizing payment.

An Activity Sheet (Worksheet).

Supporting documentation, i.e., copies of receipts, printouts of mapQuest etc...
. For all voucher claims in excess of the statutory maximum [Judiciary Law§ 35
($200.00)/County Law § 722-c ($1000.00)], an affidavit of extraordinary
circumstances is required.

an oo

Close |

PRINT

®125% -

Click “Print” to generate a copy of the Final Voucher, displayed below. To print the voucher,
Click “File,” and “Print.” If you want to have the voucher print out on one page, click Print
Preview and shrink to fit one page. After printing, please sign, attach worksheets, required
receipts, and Order and mail to the Judge for signature.

sharepoi O = & & | & online Vouchers - New Form

File Edit View Faverites Tools Help

7% & Appellate Division Fourth ... £ Appellate Division Fourth ... &7 Web Slice Gallery » & Yahoo! - v [ & v Pagev Safetyw Tookv @+
~
Please select an option: EXPert =
VOUCHER FOR PHYSICIAN, PSYCHIATRIST, PSYCHOLOGIST, SOCIAL WORKER OR INVESTIGATORS
Document ID: 2019-02-01 - OV00409
PLEASE CLICK HERE FOR INSTRUCTIONS.

1. vendor Name: [N ™ |2. vendor 10: [ NGN

3. Business Narme: [N

4. Address: [N

City: I State: NY |Zip Code: NN

5a. File Number: Sb. Docket/Index Number:

6. Ref/Inv Number: 7. Date: _2/1/2019

8. Professional Category: Physician ﬂ Standard Rate Court Ordered Rate

Serdicevears [2018 ™ $250.00
EXPERT VOUCHER

9. For services rendered by mental health professionals, physicians or investigators pursuant to Section 35 of the Judiciary Law in the Family ﬂ

Couirt of |Eie[ M county daring the period Fom 1/4/2018 to _2/9/2018

Service For (Client Name): limmy James
v

10. Compensation and/or Reimbursement jEoerE i e Eeii o rT

®15% -~

Previews how this document will print.



Assigned Counsel Worksheets

Practice Tip: Create a folder on your computer and download the Expert Activity Worksheet and
Expense Itemization Worksheet template to it. Enter your time and expenses, rename and save
the worksheets for each case. Prior to completing the Online Voucher please download, complete
and save the Expert Activity Worksheet to your computer, displayed below.

el Worksheet (2).xisx - Excel

Formulas  Data  Review  View  Add-ins  FoxitPDF @ Tell mewhat you wa

2% cut

— e — = 0 e T Ty [T | 2 Auwsum - A,
L& o o Arial Narrow 11 A A L3 B¢ Wrap Text General . . g) Normal Bad - lEEI D;I:X F@ Do SZI F{)&
S | - [P ST = R e R MeigeBiCenter = | $ - % * | i 5% Fu::wa‘:;;n;v et | [ Neutral B b
Clipboard ] Font n Alignment il Number I Styles Cells Editing ~
A3 = £ || Assigned Counsel Expense Worksheet v
A B C e ¥ G H 1 J K L M N [s] P Q R S i u v w X A 4 A~
1 State of New York - Unified Court System
2 Supreme Court B " "
B A osiaaa ol B ocs IR For Example, you'd like to tln:e spent In-Cour"t
| —— ESEran from 9:15 to 9:30, under the "In-Court Hours,
5 |Fiet: a 1 enter:
6 Dispossion Date:
; ;z";r'sp::‘ﬂrm;;:m:z?::u in real time fhours and minutes) (For Example: 9:06 p.m) - Enter hour (03] follow by 2 Colon (), then Enter minute (03), Enter a space, and Under Start Time, type: (Og) followed by ()
. In-Court Hours Out-of-Court Hours followed by (15) followed by a space then type
10| Date | StartTime | End Time | |Total nGourt| | StartTime | End Time Total Outof-Gourt] ‘Summary of Services Provided (a) or (p) and press enter.
| 11 0.00 0.00)
|2 ] “‘EI Under End Time, type: (09) followed by (:)
i Z: gz followed by (30) followed by a space then type
= 5 = (a) or (p) and press enter.
| 16 0m) oog| i
I o) om) The worksheet will auto-calculate the "Number
1 on LI of Hours."
19 0.00 0.00]
20 0.0 0.00) L.
I e m;| If you have an Out-of-Court activity follow the
= i = same instruction except enter the time under
2 0w 0w he "Out-of-Court Hours" field.
I D
Sheetl @ < 3
- [ o - 1 + 1o0%
—r e

If you have expenses associated with the services provided, please download, complete and save
the Expense Itemization Worksheet, displayed below. Practice Tip: Wondering what expenses,
you can be reimbursed for? Please consult the Reimbursement Guidelines for a full list!

Expense ltemization Workshest.xisx [Read-Only] - Excel AmyHugyez @ —
Review View Add-ins Foxit PDF Q Tell me what you want to do 2 share D
i X Cut == = | & Tin Bx 3 AutoSum ~ A, p
[ e o Calibri -1z A A == &+ EfwmpTex General - 5 5,-‘ Normal Bad 48 & T A d
Paste oame CA- === T .o » <3 g Conditional Formatas| Good Neutral ~| sert Delete Format Sort & Find &
7% Format painter | (B0 T U o &-a- == ERE=EE $- 5 | Formatting~ Table~ 2 - - - Clear Filter + Select =
Clipboard n Font r. Alignment n Number ) styles cells Editing -~
1 a3 - f | Expense Itemization Worksheet v
| A E C D 3 F G H 1 ) K L M N s} [ Q R s [+
|1 State of New York - Unified Court System
|2
| E Expense ksh
4 payee Name: | [clientname: |
| s [Files: [Docket/indext: |
6 Date Assigned: | |Disposition Date: |
7
|8 Date | Type of Expense | Mileage Rate (I [ miles (if [ Amount | Description
k) $0.00
2 Locate the $0.00
11 ! $0.00
|2 mileage rate s0.00
= on the Online $0.00
|12 $0.00
15 oucher s0.00
IE= Program $0.00
17 $0.00
|1 Homepage $0.00
| 19 $0.00
|20 $0.00
il $0.00
122 $0.00
2 $0.00
|24 $0.00
25 $0.00
|26 $0.00
|z $0.00
D $0.00
) $0.00 ~
| Sheetl @® < r
| Reacy ] - 1 + 100%
[ e —



AHugyecz
Textbox
For Example, you'd like to time spent In-Court from 9:15 to 9:30, under the "In-Court Hours," enter: 

Under Start Time, type: (09) followed by (:) followed by (15) followed by a space then type (a) or (p) and press enter.

Under End Time, type: (09) followed by (:) followed by (30) followed by a space then type (a) or (p) and press enter. 

The worksheet will auto-calculate the "Number of Hours." 

If you have an Out-of-Court activity follow the same instruction except enter the time under the "Out-of-Court Hours" field.
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Textbox
Locate the mileage rate on the Online Voucher Program Homepage


Creating a New Voucher for Assigned Counsel

Reminder: Complete both the Activity and Expense worksheets prior to creating a voucher!

@7 Online Voucher - OnlineVe...

Edit View Favorites Tools Help

& Appellate Division Fourth ... &) Appellate Division Fourth .. 7] Web Slice Gallery v & Yahoo! i - B ~ I A v Pagev Safety~ Toolsv @~
State
urt System
BROWSE PAGE ) SHARE ¥ Follow # Eom O,
mall IT TO The COoUurt Tor the judge's sighature along . TockElEERliE A Carel el Estard n
with your worksheet, court order(s) and supporting Intake Activity Worksheet, click here.

- To download the Itemization Worksheet, click here.
« For mileage rates click here.

maps indicating mileage, etc.) . T|(-) Er':nt an Affidavit in support of your Voucher,
click here.

documentation (copies of receipts, printouts of

ALL VOUCHERS ARE SUBJECT TO AUDIT BEFORE
AND AFTER PAYMENT. CLICK HERE to access
Vouchers submitted PRIOR to Oct. 1,

2018

To create a New Voucher click here é—

To update a Voucher click here

p: h t /layouts/1: 7xsnL P h it P ®125% ~

Select Assigned Counsel

File Edit View Favorites Tools Help

5 &) Appellate Division Fourth .. £] Appellate Division Fourth .. &) Web Slice Gallery v £ Yahoo! fi v B v @ v Pagev Safetyr Toolsv (@~ )

Online Voucher

Please select an option:
[Assigned Counsel

1Expert (JC 2020)

Document [D: 2019-02-01 -

PLEASE CLICK HERE FOR INSTRUCTIONS

Click on the link to fill out: Affidavit In Support |

H]15% v
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Assigned Counsel Voucher

Online Voucher
Plaase sulnct an apticn: Assigned Counsel
VOUCHER FOR ASSIGNED COUNSEL 35(8)
Document I0: 2019-02-01 -
PLEASE (LICK HERF FOR INSTRUCTIONS
1. Vendor 10: |1. Vendar Name: E
3_. Businass Mame: &
4. Address;
City: | State: &ip Code;
5a. File Number; 54, Docket/Index Number:
b. Reffinv Number: 7. Date: 2/1/2019 &l
8. Professional Category: Service Legal . Standard Rate: Court Ordered fate:
475.00
ASSIGNED COUNSEL VOLUCHER
9, For legal services rendered pursuant to séction 35(E) of the Judiciary Law in the |10. Compensation and/or Reimbursement
Supreme Court of E County during the period from
Ew = TotalHours |  Rate Amaunt
Out-of-Court e
Senvice For{Cliant Name}: Hous: B $0.00
' 7500
rt Howrs:
Docket/Index Mumber: A é_ 40,00
Sub-Tatal: 0 50.00
Expenses: e
N rer S Mk Rote Total
lude @ copy gifopQuest/GoogieMaps indicating total mileoge. o ; - $0.00
nse itemization Worksheet. Click here for the Activity e e ud :
Mileage Tatal: 50,00
TOTAL FEE :I 30,00
ATTACHMENTS
| ADD ATTACHMENT(S)
VEMDOR CERTIFICATION

_l_:_l,- By dlicking this box, | hereby certify that the above statement of services provided is true and correct, and that no ather claim for payment has
been made for the time stated therein and that no part thereof has been paid, except as stated therein and that the balance stated is due and
‘owing and that taxes fram which the State is exempt and excluded therefrom.

Signature Date

FOR USER OF COURT JUDGE/JUSTICE

I hereby certify that in accordance with the above statement of services, the total fee awarded for such serviess is fair and just and is set forth
abave.

Signature Date

FOR UCS ADMINISTRATIVE PURPOSES OMLY
| herebry certify that this voucher is correct and just and payment is hereby approved.

Signature

L ]

Date

[ owa

SAVE

Click on the link to fill out:

Online Voucher Key:

1. Enter Vendor ID Number - Online voucher will
lauto-fill items 1-4. If the address is in-correct,
please contact AFC Program for assistance.

5a. Enter File # or Index Number

5b. Enter the Docket(s)/Index Number

6. Reference Invoice Number: Please use the
Client's Full Name.

7. Date will auto-fill with the date you complete the
oucher.

8. Professional Category: Service Legal
Standard Rate: $75.00
Court Ordered Rate: Leave blank

©

Court Type is set a "Supreme”

Select the County you were assigned in
Enter the start and end date for activities
Service For: Enter Client's Full Name
Docket/Index Number: Enter the Docket(s) or
Index Number

10. Enter Out-of-Court Hours in field provided
Enter In-Court Hours in field provided
Enter Expenses in field provided, please do
not include a dollar sign ($) in this field

11. Please do not use this field and instead use the
Expense Itemization Worksheet to come up with
Total Expenses and enter that number in the
Expenses field on the voucher. See page (9)

Attachments:

1. Court Order Assigning Counsel
2. Activity Worksheet(s)

3. Expense Worksheet (if any)

4. Receipts (if any)

\Vendor Certification:

1. Click the box certifying that the statement
is true and correct.

2. Sign on the signature line

Click either "Save" or "Submit as Final" or "Cancel"

Mail the voucher and attachments to the Judge for
Isignature.

11
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Online Voucher Key:

1. Enter Vendor ID Number - Online voucher will auto-fill items 1-4. If the address is in-correct, please contact AFC Program for assistance. 

5a. Enter File # or Index Number

5b. Enter the Docket(s)/Index Number

6. Reference Invoice Number: Please use the Client's Full Name. 

7. Date will auto-fill with the date you complete the voucher.

8. Professional Category: Service Legal
    Standard Rate: $75.00
    Court Ordered Rate: Leave blank

9. Court Type is set a "Supreme"
    Select the County you were assigned in
    Enter the start and end date for activities 
    Service For: Enter Client's Full Name
    Docket/Index Number: Enter the Docket(s) or
    Index Number

10. Enter Out-of-Court Hours in field provided
      Enter In-Court Hours in field provided
      Enter Expenses in field provided, please do
      not include a dollar sign ($) in this field

11. Please do not use this field and instead use the Expense Itemization Worksheet to come up with Total Expenses and enter that number in the Expenses field on the voucher. See page (9)

Attachments: 
      1. Court Order Assigning Counsel
      2. Activity Worksheet(s)
      3. Expense Worksheet (if any)
      4. Receipts (if any)

Vendor Certification:
      1. Click the box certifying that the statement
          is true and correct.
      2. Sign on the signature line

Click either "Save" or "Submit as Final" or "Cancel"

Mail the voucher and attachments to the Judge for signature.
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Submitting an Assigned Counsel Voucher

Once you check the box under Vendor Certification, you will see the option “Submit as Final.” If
your voucher is complete, click “Submit as Final.” If you want to continue working on the
voucher at a later date, click “Save.” Once you “Submit as Final” you will see the message
displayed below.

ey
< - B < sharepoint.com  sites/Ex| 0O - ﬁ 3

@ Online Vouchers - New Form

File Edit View Fsvorites Tools Help
5 &) Appellate Division Fourth ... ] Appellate Division Fourth ... &) Web Slice Gallery = ] Vahoo! B~ B - = & v Pagev Safety~ Took~ @~

Thank Youl

Your Voucher has been submitted.

Please note that you must print and mail the voucher together with the following
documents to the presiding Judge:

. Copy of the court’s order(s) authorizing payment.

. An Activity Sheet (Worksheet).

. Supporting documentation, i.e., copies of receipts, printouts of mapQuest etc...

. For all voucher claims in excess of the statutory maximum [Judiciary Law§ 35
($200.00)/County Law § 722-c ($1000.00)], an affidavit of extraordinary
circumstances is required.

an oo

Close

PRINT

®125% -

Click “Print” to generate a copy of the Final Voucher, displayed below. To print the voucher,
Click “File,” and “Print.” If you want to have the voucher print out on one page, click Print
Preview and shrink to fit one page. After printing, please sign, attach worksheets, required
receipts, and Order and mail to the Judge for signature.

(q{—) 2 h

File Edit View Favorites Tools Help

72 &) Appellate Division Fourth ... &) Appellate Division Fourth .. & Web Slice Gallery v & Yahoo! P A ~ i v Pagew Safetyv Toolsw @v
~
Online Voucher
Please select an option: Assigned Counsel ﬂ
VOUCHER FOR ASSIGNED COUNSEL 35(8)
Document ID: 2019-02-01 - OV00409
PLEASE CLICK HERE FOR INSTRUCTIONS
3. Business Name: [ NNNGNGNGNEG
4. address: [N
— tate: Y | - N
5a. File Number: 12345 5b. Docket/Index Number: 0-02019-18
6. Ref/Inv Number: Jimmy James 7. Date: 2/1/2019
8. Professional Category: Service Legal ﬂ Standard Rate Court Ordered Rate:
$75.00
ASSIGNED COUNSEL VOUCHER
9. For legal services rendered pursuant to section 35(8) of the Judiciary Law in the 10. Compensation and/or Reimbursement
supreme M| court of Erie[V] county during the period from _1/1/2018 [ Total Hours | Rate Amount
to 12/27/2018 [ Out-of-Court Hours: 13.41 $1,005.75
75.00
y In-Court Hours: 5 $354.00 v
< ice EnrlCliant Nlame)-limmy Jame:

H125% -

12



	Table of Contents
	Getting Started with Microsoft Live
	Welcome to the Online Voucher Program
	Expert Services Worksheets
	Creating a New Voucher for Expert Services
	Expert Voucher (JC2020)
	Submitting Expert Services Voucher
	Assigned Counsel Worksheets
	Creating a New Voucher for Assigned Counsel
	Assigned Counsel Voucher
	Submitting an Assigned Counsel Voucher




