


NOTE: Search Options:

Click on the Name Filter and a dropdown list will appear showing the names of the clients that
you’ve been appointed to represent. For juvenile and some youthful offender clients, you’ll need
to search by case number since no defendant name is shown in the list. (NOTE: The Name Filter
must be set to “ALL” to search by case number and the Case Filter must be set to “ALL” to
search by name.)

Click on Case Filter and the last six digits of the case number will appear.
I: STARTING A CONTRACT CASE
TIP: Click on Filing Date twice and the most recent cases will be listed first.
STEP 1: Start Contract Case.

Find the case number by defendant name or case number from the Case Claims Not Started List.
Click on Start Contract.

STEP 2: Select Companion Cases.
Check the box for the Primary Case number. (Refer to the Guidelines for Case Reporting.)
Click Continue.

STEP 3: Verify/Edit Information
Select the Case Type for the primary case number.
Enter the date appointed.
Note: For any appointment received prior to 10/1/2019, counsel must enter the appointment date
as 9/30/2019.

Select the Appointing Judge.

Three tabs will appear:

Continue to add the case. If correct, you’ll see the message: “Success!”
Cancel to go back and reselect primary or Companion Cases

Exit to return to Case Management. (This will return the case number back to Case Claims Not
Started.)

The case should now appear in your Active Contract Cases List.

II. CLOSING A CONTRACT CASE
Click the “Close Case” tab for the case number that closed during the reporting month.
STEP 1: Verify/Edit Contract Case Information —

Enter Final Court Action Date.

Select Disposing Judge.

Select Disposition.

Enter Total Hours Worked on the Case.

SUBMIT.

STEP 2: Final Submit - Check the certification checkbox and SUBMIT.






Continue to add the case.
Cancel: Reselect Companion Cases
Exit: Return to Case Management. (This will return the case number back to Active Contract

Cases.)

The case number will now appear in ACTIVE CASE CLAIMS on the Case Claims Management

screen.

STEP 3: Click Edit/File Claim

Mileage:
1)
2)
3)
4)

5)
6)
7

Other Charges:

1)
2)
3)
4
5)
6)
7
8)
9)

Click Mileage tab.

Click New Mileage Charge Entry

Enter the date of travel, points of travel, and Reason for Travel.

Click Calculate. The distance and mileage reimbursement will display.
(Mileage is reimbursed at the applicable rate, in effect at the time of travel, as
established by the Internal Revenue Code.

SUBMIT.

EXIT.

Enter additional mileage claims or return to Fee Declaration Charges Menu.

Click Create Expenses/Professional Services Entry tab.
Select Extraordinary Expense for out-of-pocket expenses.
Select Expert/Prof. Services for experts, investigators, etc.
Select Work Type and provide work type description.
Enter date of Court Order expense was approved.

Enter Date Work was performed or begun.

Enter Amount.

SUBMIT

EXIT

10) Enter additional expenses or return to Fee Declaration Charges Menu.

Supporting Documents:

Documentation such as copies of invoices, receipts, court Orders, etc. must be submitted with the
claim in order to be reimbursed.

1)
2)
3)

4)
5)

Click Supporting Documents tab.

Click Upload A New PDF Document.

Enter a description of the document, select the document type, and click
BROWSE.

UPLOAD FILE.

Upload another document or Cancel and return to Fee Declaration Charges
Menu.

After all charges and mileage have been entered click the Review and Submit tab.



STEP 4: Verify/Edit Case Claim Information

1) Select Final or Interim Billing.

2) Select the payment mailing address.

3) Enter the Final Court Action or, for interim billing, enter the current date.
4) Select the Judge.

5) Enter the Disposition.

6) SUBMIT

STEP S: Review - Review and save/print the documents.
STEP 6: Final Submit - Check the certification checkboxes. SUBMIT.
The Miscellaneous Claim will be electronically routed to the disposing judge for certification and then

submitted to OIDS for approval and payment. Click on My Fee Declaration Status on the navigation bar
to view the status of the claim.



	ST A TE OF ALABAMA
	Department of Finance
	Office of the Director
	MEMORANDUM
	I: STARTING A CONTRACT CASE
	II. CLOSING A CONTRACT CASE
	III. CONTRACT CERTIFICATION
	MY CONTRACT CASE STATUS
	MISCELLANEOUS CLAIMS
	STEP 3: Click Edit/File Claim
	Other Charges:
	Supporting Documents:
	STEP 4: Verify/Edit Case Claim Information
	STEP 5: Review - Review and save/print the documents.
	STEP 6: Final Submit - Check the certification checkboxes. SUBMIT.




