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SUPREME COURT APPELLATE DIVISION

SECOND JUDICIAL DEPARTMENT

LAW GUARDIAN PROGRAM
335 ADAMS STREET, SUITE 2400
BROOKLYN, NEW YORK 11201
718-923-6350

HARRIET R. WEINBERGER, ESQ. FAX 718-624-5603 JOANA C. EDER, ESQ.
Director Assistant Attorney

Fall 2008

Dear Panel Member:

Our office has prepared this manual as a guide to the Law Guardian Internet
Voucher Program. You will find within this handbook, a detailed table of contents, step by
step instructions, and examples of completed vouchers. It may be helpful to you to print out
the entire manual and maintain it in a binder as a reference. The panel will be kept apprised
by the Law Guardian Program Office, via email, of any future additions or changes to the
Law Guardian Internet Voucher Program. If you have any questions about this material
please contact the following staff members:

Lorraine Benton-Horne - (347) 401-9992; lhorne@courts. state.ny.us

Taneca Marksman - 718-923-6313; tmarksma(@courts.state.ny.us

Melvina Spooner - (718) 923-6353; mspooner(@courts.state.ny.us

As always, the Appellate Division, Second Department, Law Guardian Program, and
the courts in which you serve, are grateful to you for your work on behalf of children.

Very truly yours,

HARRIET R. WEINBERGER

HRW:jce



GETTING STARTED



System Requirements:

The Law Guardian system requires the latest version of Adobe Reader. To obtain the latest version,
please visit the website listed below.
http://www.adobe.com/products/acrobat/readstep2.html

It is recommended that you use the latest browser. Below are links to the websites for each browser.
Internet Explorer: http://www.google.com/toolbar/ie7

Firefox: http://mozilla.com/en-US/firefox/?from=sfx&aid=1111424

Netscape: http://browser.netscape.com/

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

The Law Guardian Internet Voucher System requires that the browser you are using allow popups.

Email

If you use a spam filter, please update your filter to allow email from the following address:
Law_Guardian_ System@courts.state.ny.us

This is the only way to receive email notification of a password reset.

Enabling Popups:

Internet Explorer Help for Windows XP SP2

To enable popups 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'

You also need to

e C(Click on the 'Privacy' tab in Tools->Internet Options
e Uncheck the 'Block Popups' 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 Popups' 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 popups in Firefox, click on the 'click here.." in the error message and
Click on 'Allow Popups For' to enable this site to popup windows OR

e C(Click 'Edit Popup Blocker Options' to enable this site to popup windows
e Enter the website address in the 'Address of web site' field and click on the 'Allow' button
e Click 'Ok' to save your changes


http://www.adobe.com/products/acrobat/readstep2.html
http://www.google.com/toolbar/ie7
http://mozilla.com/en-US/firefox/?from=sfx&aid=1111424
http://browser.netscape.com/
http://www.apple.com/safari/
mailto:Law_Buardian_System@courts.state.ny.us

You can also do this by

e Clicking on Tools->Options
e Select 'Web Features'
e 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 'Web Features'

Leave the box next to 'Block Popup Windows' checked

Click on the 'Allowed Sites..." 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 'Ok’ to save your changes

Netscape Help

To enable popups in Netscape

Click on Edit->Preferences

Click on 'Privacy & Security'

Click on 'Popup Windows'

Uncheck the box next to 'Block unrequested popup windows' to enable popups
Click on 'Ok' to save your changes

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

Click on Edit->Preferences

Click on 'Privacy & Security'

Click on 'Popup Windows'

Leave the box next to 'Block unrequested popup windows' checked

Click on the 'Allowed Sites..."' button next to the 'Block unrequested popup windows' option

Enter the website address in the 'Allow popups from the following web sites' field and click on the
'Add' button

e C(lick 'Ok' to save your changes

Netscape 8.0 Help

To enable popups in Netscape 8.0

Click on Tools->Options

Select 'Site Controls'

Click on the Site List tab

Select 'I Trust This Site' in the Master Settings list

Check the box next to 'Allow unrequested popup windows'

Next click on the Trust Preferences tab

Check 'Do not use Netscape Trust Ratings' and select 'I Trust This Site' for the default setting
Click 'Ok’ to save your changes

You can also do this by

e Clicking on the Site Control logo located at the top right hand of the browser window next to the
'SECURITY CENTER' label

e Follow the instructions above to enable popups in your browser



[ ]
If you have the 'Show Site Control button on tab' checkbox checked in the 'Tab Browsing' Options in the

Tools menu, there is yet another way of enabling JavaScript

Click on the site control image at the top right corner of the browser window tab
e C(Click on the 'Manage Trust Settings' button on the menu that appears
e Enable popups as mentioned before

One last way of enabling popups is to

e Right Click on the browser window tab
e C(Click on the 'Manage Trust Settings' button on the menu that appears

e Enable popups as mentioned before



Screen Resolution:

#/start| ) novall Groupitiss - Maibox | B vOUCHERtutor2.doc - M., | @1 UCS - Lawsuardian - Log... | &7UCS - Low Guardian - ic...
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Screen sizes differ among monitors. You must adjust your screen size to 1024 by 768:
- Right click on your desktop

Arrange Icons By »
Refresh

Paste
Paste shorbeut

Graphics Froperties, .,
Graphics Options »

»

MO SBBY sz

#start| %) Hovell GroupWise - Maibox | B) VOUCHERtutor2.doc - M. | &1 UCS - LawGuardian - Log... | &UCS - Law Guardian - Mic..

Click on the “Properties” option.



Display Properties ﬂﬁl

Themesl Desklonl Screen Saver' Appeatance  Settings I

Dirag the manitor icons to match the physical arangement of pour moritars.

Display:
|1. Flug and Play Maonitor on Intel[R] 829456 Express Chipset Family j

Screenresolution —— | [ Colorquality ——————
Highest [32 bit] 'I
1024 by 763 pisels I 7 i

¥ | Wse this device as the primary maritor,
¥ Extend my WWindows desktop orita this manitar.

Identify | Truubleshuul..l Advanced |

ak. I Cancel | Apply |

wstartl ) Novell GroupWise - Mailbox | @ VOUCHERtutor2.doc - ... @ UCS - LawGuardian - Log... | @ UCS - Law Guardian - Mic... |§&@|®@ B@E 3zEPM

Click on the last tab “Settings” in the box that appears.

Move the “Screen Resolution” bar until it reads “1024 by 768 pixels.”

Click the “Apply” button at the bottom of the box.

(You will only be able to click “Apply” if you had to change your screen size. If you are unable to

click the “Apply” button, click “OK.”)

Then Click the “OK” button at the bottom of the box.



ACCESSING THE
COURT’S WEBSITE



’; New York State Unified Court System - Microsoft Internet Explorer
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Go to the New York State Unified Court System Website:
WWW.courts.state.ny.us

’; New York State Unified Court System - Microsoft Internet Explorer

=
[T Sdocalintranst
[FB2oaieaq 2som
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| Search

Q- O 1 & 0

( Favorites 6‘| i T fi

7
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court rules, decisions, filing fees
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Click on the “Courts” button in the upper right hand corner of the screen.


http://www.courts.state.ny.us/

<2} Courts - Microsoft Internet Explorer

File Edit Wiew Favorites Toals Help

OBack - d - d |EL| ;\I /.7\: Search ";13’ Favorites é“u‘| - \..". - ‘i‘i

Address Iﬂj htbp: e, courts. skate.ny, us/courts)

B e |Links »

Introduction

to the Courts COURTS
Court Administration The mission of the
Appellate Courts Court of Appeals 't SyStem 1 ﬁ
(Highest Appeals) promote 1% i
Trial Courts Appellate Divisions + | Select by County ol 3

(Intermediate Appeals) —
Select by Department # | Appellate First

Commercial

e Lower Appellate Courts , pl‘OViding T sopellate Second
Court of Claims just and timely resolution | [P ——
( inst NY5) |
e e of all matters Appellate Fourth
Problem-Solving before the courts. 1!
Courts Hi¥

Town & Village Public Events |
Courts
CALENDAR

Litigation
Coordinating Panel

Decisions

Forms &
Filing Fees

Rules

E-Courts

Contact Us

|g'] [frourtsfadzfinde:x. shtml

& StartI ) Novell GroupiWise - Trash | WOUCHEREUbore, daoc - Mi... ”@ Courts - Microsoft Int... @ UCS - Law Guardian - Mic... |

Move the cursor over the “Appellate Courts” button.

Three boxes pop up. Move the cursor over the “Appellate Divisions (Intermediate Appeals)” box.

Two boxes pop up. Move the cursor over “Select by Department”

Four boxes pop up. Click on the “Appellate Second” box.

[~ |
L O B = T
PEERIEBE suem

box.
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Home
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Contact Us

At the bottom on the left side, click the “Links” button.
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Presiding Justice

JAMES EDWARD PELZER
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State Unified Court System

If the login screen doesn't appear, you 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-zInternet Options

Click on the 'Security’ tab

Click on the 'Customn Level..." button

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

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

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

Click on Tools-sInternet Options

Click on the 'Privacy’ tab

Leave the hox 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

Back to Top of Page

Mozilla Firefox Help:

To enable popups in Firefox, click on the 'click here..' in the error message and
Click an ‘2llow popups For' to enahble this site to popup windows

(ar]

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->0ptions

Select 'Web Features'

Uncheck the boxr next to 'Block Popup Windows'

You can also enable just this site to open popup windows, To do this
. Click on Tools->0ptions

. 2} StartI !“; Movell Groupiise - Tr,,, | @ WOUCHERtUEor2 doc -, | @ Related Links - Micras... | @ https!//iapps courts.s... II@ UCS - LawGuardian ... |§ &ﬂ% j @a @, 3110 PM

This is the first page that will appear; it is the Browser Requirements page. A second page will pop
up; it is the log on screen.

If your browser does not meet the requirements, the log on screen will not appear. If this occurs,
please follow the instructions that appear on this screen.

12



LOG ON SCREEN
AND
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lows Internet

Welcome to the New York State Unified Court System

. Thls system and all data are the propertv of the New York State Unified Courts System(UCS).
ized use or ized use of this system is not permitted and may constitute
a crime. Such use may subject you to appropriate di inary action, criminal and/or civil penalties.
* Use of this system is only permitted by specific auth ation 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 official b g the UCS.
Any use, authorized or not, i an pi d for authorized personnel to monitor,
intercept, record, read, copy, access or capture such il ion for use or discl e 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.

Forgot Password

voucher manual J 2 £ = 1146 aM

This is the second page that will appear; it is the Log On page.

In the appropriate spaces, type your assigned user name and password, which were sent to you by

email.

Click the “Sign In” button.

Change Password:

Qld Password:
Mew Password:
New Passwaord: (again)

Change Password | Quit |

Microsoft Internet Explorer x|

v You are required to change your password the first time you log in with a new password.
. Please click ko OK button ta continuz.

& startl ) novell Groupwise - Mailbax | =4 Mal From: <Law_Guardi... | #]UCs - LawGuardian - Log. . | &1 https:/ fiapps.courts.s... \g 080 03T 215m

Click the “OK” button.

14



a UCS - Law Guardian - Password Change - Law Guardian - Microsoft Internet Explorer
News
Voucher I
— Old Password:
Open
Vouchers Mew Password: I
Reports and . f I
Extract Hew Password: (again)
Find Change Passwaord | Cancel |
Conflict{s)
Appearance
Search
LG Profile
Password
Log Out
& StartI ) Novell GroupWise - Trash | WOUCHEREutor2 . doc - Mi... | @ UCS - LawGuardian - Log... | @ ULCS - Law Guardian - ... |§ &a%\ﬁ @ 43P

Type in your assigned password in the “Old Password” space.

Type in the password of your choosing in the “New Password” space. Your new password must be
six characters long with one character from at least three of these four categories: Lower-Case
Letters, Upper-Case Letters, Numbers, or the Following

Special Characters: . _ \"\“@$();,#-&"?.

Click the “Change Password” button.

15



a https:/ fiapps.courts.state.ny.us/lawguardi

—loix]

New York State Unified Court System

Old Passwaord: I

Mew Password: I
I — | 3 Error Messages - Microsolt Internet Explorer - Dlil
MNew Password: (again)

Change Passwaord | Qu

Password must be at least 6 characters long, composed of at least one char
from at least 3 of the following 4 categories: Lower-Case Letters, Upper-
Case Letters, Numbers, or the Following Special Characters: . _ 4" 4" @ §

(), #-87
Print | Close

& StartI ) Novell Group, ., | 5 Mail Frem: <., | @ UCS - LawGu,.. | @ https: {fiapps. .. ”@ Error Messa... VOUCHEREWE, | L4 wordperfect ... | |§ &a%ﬁ B@E 222pM

If your newly chosen password does not fit the criteria, you will get the above captioned error

message.

Please reread the password criteria, hit the “Close” or “Print Button,” and type a new password in

the “New Password” sp

ace.

Click the “Change Password” button.

16



pps.courts.state.ny.us/lawguardian_traini etMissingPrivateQuestion - Microsoft Internet Explores ) ) ﬂ

New York State Unified Court System

Select a password hint question:
of
Enter your password hint answer: [Ly T20 yaur childhood hera?
“What is your favorite pastime?
WWhat is your alHime fawvorite sports team?
“What was wour high school mascot?
“ihat make was wourfirst car or hike?
‘Where didyou first meetyour spouse?
WWhat is your pets narme?
Who is your fawarite histotical persan?
Wha is yvour fawvarite teacher?

d_‘StartI ) Novell GroupWis. . | B3 Mail From: <Law... | £7UCs - LawGuardi... ”@ https://iapps.c... YOUCHEREUEDEZ. ., | L4 wordPerfect 13 | |§ BOROSGE zzim

From the drop down menu, click on a password hint question.
In the space provided, please type your password hint answer to the question you chose.

Click the “Submit” button.

17
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/3 UCS - Law Guardian - Microsoft Internet Explorer i

New WO | Department Questions | New Features

Youcher

Open

Vouchers 2 5 : ; k 2
——— Melvina Spooner and Taneca Marksman will be out of the office, Thursday, July 3. If you need assistance, they will be available
Reports and on Monday, July 7.

Extract

Find System Maintenance is scheduled for June 7, 2:00 a.m. - 4:00 pm. The system will be unavailable during this time.
Conflict(s)

Appearance

Search

LG Profile

Password

Log Out

A/ start| ) Novell Grouptis... | &3 Mail From: <Law... | £]UCS - LawGuardi.. [[£]UCS - Law Guar... ] VOUCHERtutor2.... | g WordPerfect x3-.| [, 5@ O S @E 2:25pm

This is the Home screen. Messages and updates will appear periodically on this Home screen as
displayed in the example above.

For New Vouchers, refer to page 23

For Open Vouchers, refer to page 57.

For Reports and Extract, refer to page 74.
For Find Conflict(s), refer to page 87.

For Appearance Search, refer to page 92.



Law Gual osoft Internet Explorer

New York State Unified Court System

File  Help

New WO | Department Questions | New Features

Youcher

Open

Vouchers 2 5 : ; k 2
——— Melvina Spooner and Taneca Marksman will be out of the office, Thursday, July 3. If you need assistance, they will be available
Reports and on Monday, July 7.

Extract

System Maintenance is scheduled for June 7, 2:00 a.m. - 4:00 pm. The system will be unavailable during this time.

Find
Conflict(s)
Appearance
Search

LG Profile
Password
Log Out

detartl ) Novell Groupiise - Mailbox I YOUCHERtutor2.doc - Mi... | @ UCS - LawGuardian - Log... ”@ UCS - Law Guardian - ... @ %%Q DT 333PM

In the bottom left corner, click on the “LG Profile” button.



a UCS - Law Guardian - LG Profile - Microsoft Internet Explorer

New York State Unified Court System

File  Help ‘

Law Guardian Information: —
Ni . i 1
VA?L‘:VI:hEr First Mame: [T Middle Name:  [Washington Last Mame: Suffix:

Open S5M:

e
Vouchers EIN:
Reports and ™
Extract Mailing Address for Payment:

Enter the malling address the payment should be sent to

Find

Conflict(s)
Appearance
Search Street;

1=

apt: | Floar: | _Roum:

City:  |BROOKLYN

State: |NY j' Zip Code: IH242 - |oooo
Alternate Correspondence Address:

Enter other address, if different from Mailing Address for Payment

Street: I
|

Apt: | Floor: Room: |

City: I

state: MY X Zip Code: N =
LG Profile Contact Information:

Password —— — X
Log Out Phone: 718 —555-1212  3usiness phone E-mails |
| i A sl pve—— P | |
thstart| 8 Movsl GmupWise-Ma\\hnxl @VOUCHERtutnradnc-M\m| €1 ucs - Law Guardian - ... |§Q&E@ ST 350

/3 UCS - Law Guardian - LG Profile - Microsoft Internet Explorer =] 9]

New York State Unified Court System

File  Help ‘
=l
Mailing Address for Payment:
New
Voucher Enter the maiing address the payment should be sent to
Open
Vouchers
Strest:
Reports and
Extract SUITE
Find
Conflict(s) apts | Floar: | Room: |
Appearance City:  [FROOKLYN
Search
state; |NY = Zip Code: |HZ42 - |oooo

Alternate Correspondence Address:

Entar ather address, If different from Mailing Address for Bayment

Street: I
|

2pt: | Floor: Room: |

City: I

State: |MY T Zip Code: -
Contact Information:

Phone1: /718 'I Business phone E-mail: |

Phunez:l_ ,l_ - -none - 'I E—mai\(agam):l
Lolerefllo Phone3:l_ 'l_ 'l_ m

Password
Log Out
Apply I Reset %I Cancel =
thstart| 8 Movsl GmupWise-Ma\\hnxl @VOUCHERtutnradnc-M\m| £1UCs - Law Guardian - ... |§Q&e,@ >@E 351

Verify that your information is correct. Make changes if necessary.
Click the “OK” button at the bottom of the page when finished.



CREATING A
NEW VOUCHER

Multiple Out-of-Court Activities.......ccccevennennn. Page 33
In-Court and Single Activities.......ccccvvvnviennnen. Page 39
Saving and Submitting.........ccccoviiiiiiiiinnnnnen. Page 45
Finished Voucher Examples........cccccoiiiinnnnnnna Page 47

Return to TOC
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NEW VOUCHER INSTRUCTIONS

File  Help

; UCS - Law Guardian - Microsoft Internet Explorer

New York State Unified Court System

=10l

New
Voucher
Open

Vouchers

Reports and
Extract

Find
Conflict(s)
Appearance
Search

LG Profile
Password

Log Out

WO | Department Questions | New Features

Melvina Spooner and Taneca Marksman will be out of the office, Thursday, July 3. If you need assistance, they will be available
on Monday, July 7.

System Maintenance is scheduled for June 7, 2:00 a.m. - 4:00 pm. The system will be unavailable during this time.

@& ‘Startl “,/ Novell GroupWise - Mailbox I VOUCHERtutor2,doc - Mi... | @ UCS - LawGuardian - Log... ”@ UCS - Law Guardian - ...

Click on the “New Voucher” button located at the top left side of the screen.

WEERISBE 34rm
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NEW VOUCHER INSTRUCTIONS

S - Law Guardian - New Youcher - Microsoft Internet Explorer

New York State Unified Court System

File  Help

New
Voucher Court: | ﬂ

Open [ Substituting for assigned Law Guardian
VYouchers

Reports and
Extract

Find
Conflict(s)
Appearance
Search

Continue Cancel

LG Profile
Password
Log Out

& Startl @ Movell Groupiiise - Mailbox | WOUCHERtubor2, doc - Mi... | @ UCS - LawGuardian - Log... “@ UCS - Law Guardian - ... |g,e _H 2 @ﬁ& & voarm

If you are substituting for an attorney, please refer to page 50.

If you are not substituting for an attorney, refer to page 25 and continue with your new voucher.
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NEW VOUCHER INSTRUCTIONS

File  Help

MNew
Open [~ Subf |
Vouchers

Kings County Family Court
Appellate Division - 2nd Department

Kings County Supreme Court, Civil Term
Kings County Sugrerne Court, Criminal Term

Find Kings County Surragate's Court
Conflict{s)

Reports and
Extract

Appearance
Search

Continue Cancel

LG Profile
Password
Log Out

w# Startl ) novel Groupwise - Mallbox | ) YOUCHER tutor2 dac - Mi... “@ UCS - Law Guardian - ... |ﬂ BB SE@ 13

Please click on the arrow button beside the court field, and the drop down menu for court selection
will appear.

Click on the court in which you appeared.
If the screen does not automatically change, click “Continue” at the bottom of the page.

Note:
If you are on the Appellate Panel, choose the “Appellate Division — 2 Department” option.
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NEW VOUCHER INSTRUCTIONS
Screen Shot #1

File  Help

New

Voucher

Open

Vouchers

Reports and )
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New York State Unified Court

File  Help
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Youcher Court: |ng5 County Farmily Court j
Open ™ substituting for assigned Law Guardian
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Find
Conflict(s =
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Appearance
Search

File #:
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Enter the File # in the provided space. (Screen Shot #1), and click on “Add File#”. Then click on
“Continue”.

If you do not have the File #, click on the “Find File # ...” button, and a File Number Search screen
will appear. (Screen Shot #2)
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NEW VOUCHER INSTRUCTIONS

Screen Shot #1

New York State Unified Court System

=10l

File  Help
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Screen Shot #2
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Enter the Docket Number, and click the “Search” button. (Screen Shot #1)
The File # appears; click on the “Add File #” button. (Screen Shot #2)



NEW VOUCHER INSTRUCTIONS

S - Law Guardian - New Youcher - Microsoft Internet Explorer

New York State Unified Court System

File  Help
New
Youcher Court: |I<mgs County Farnily Court j
Open ™ substituting far assigned Law Guardian
Youchers
Reports and .
Extract 7 Primary Day/Intake Day
Find
Conflict(s)
Appearance
Search
File #: Selected File(s)#:
Add Fils # P
Femove File #
Find File #
Continue cancel |
LG Profile
Password
Log Out
) start| ) Novel Groughiise - Malox | B VCUCHEREUEor2.doc - bi... | 47 UCS - LawGuardian - Log... | [€7 UCS - Law Guardian - ... Sy - 1=y

The file number should now appear in the “Selected File(s) #” box.

Click the “Continue” button.



3 UCS - Law Guardian - New Youcher - Microsoft Internet Explorer
New York State Unified Court S

File  Help
Dockets | fei s R 1104 =
News
Rollche | Case Information: Voucher for: George Washington NOLAN
Open Court: Kings County Family Court Document ID:
Vouchers
éRBtIJUl:tS and add fEdit Client Case Information:
7; ;a client Name: |Hannah Martana Proceeding Type: |V - EXTENSION OF PLACEMENT |
in
Conflict i ition: | bl - COMSENT TO MARRY -
Lonfliet(s) || |Disposition M- CHILD PROTECTIVE PROCEEDING
EDnEdiance M4 - NEGLECT/ABUSE
Search MM - NEGLECT

O-FAMILY OFFEMNSE

File #: OC-OTHER CIVIL PROCEEDING

- $ 5 EATEENITY
I __AddFilesb | Q-YISITATION
Remove File # R - REFERRED FROM SUPREME COURT | |
| S-PINS
_ FindFies. | U - UNIFORM SUPPORT OF DEPENDENTS LAy -

Relief Sought Date Filed Disp. Date Unselect All
D- Pre-Petition Juvenile Delinquency 07/23/2007 09/06,/2007 Select all
o OD-__.__ _ Pre-Petition, Juvenile Delinquency 11/21/2007 11/29/2007
Selected Docket(s): Addw | Fiemove & I b

LG Profile

Password | Docket | Relief Sought | Date Filed | Disp. Date

[EogiOut™ 7|
EBStartI ) Novell GroupWise - Mailbox | VOUCHEREUEoK2  doc - Mi... | @ UCS - LawGuardian - Lo, ”@ ULS - Law Guardian - ... ‘! &@Q@ S@E +27em

Type in Client Name in the space provided.

Choose Proceeding Type by clicking on the arrow for the drop down menu. Click on the appropriate
proceeding type.
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NEW VOUCHER INSTRUCTIONS

3 UCS - Law Guardian - New Youcher - Microsoft Internet Explorer

Fie Help |
LIS Activity Sheet =
MNew
% Case Information: VYoucher for: George Washington NOLAN
Open Court: Kings County Family Court Document ID: "~ ~777
Vouchers
Reports and add/Edit Client Case Information:
Extract
di Client Name: IHannah Montanz Proceeding Type: IW*EXTENS\ON OF PLACEMENT j
Fin )
Conflict(s) Disposition: I
Appearance
Search
File #: Selected Ifile(s)#:
| Add File #
Femove File #
Find File #...
Available Docket(s):
Relief Sought Date Filed Disp. Date Unselect &l
1: D- 7 Pre-Petition,Juvenile Delinguency 07/23/2007 09/06,/2007 Select all
j D 7 Pre-Petition,Juvenile Delinguency 11/21/2007 11/29/2007
Selected Docket(s): Add w | Pemowve a i
LG Profile
Password | Docket |Relief Sought | pate Filed Disp. Date
Log Out
Et-,'startl m Movvell Groupiise - Malbox | @ WOUCHERtUbOrZ, doc - i, | @ UCS - LawGuardian - Log... “@ UCs - Law Guardian - ... |Q &@% @ @& Gl 44 FM

Displayed under Available Docket(s), you will see all the Dockets listed for this file #.

If you are billing for a single docket:
Under Available Docket(s), click applicable docket, which will then highlight in the listing.

Click the “Add” button under the listing.

If you are billing for several dockets but not all:
Under Available Docket(s), click applicable docket, which will highlight in the listing.

Click the “Add” button under the listing.

Repeat the process for the next docket you want to select from the listing.

(Under Available Docket(s), click applicable docket, which will then highlight in the listing.
Click the “Add” button under the listing.)

If you are billing for all dockets:
Click on the “Select All” button next to the list of dockets.

Click the “Add” button under the listing.



NEW VOUCHER INSTRUCTIONS

3 UCS - Law Guardian - New Youcher - Microsoft Internet Explorer

New York State Unified Court System

File  Help

Add /Edit Client Case Information:

New

voucher Client Name: |Hannah Mantana Proceeding Type: |- EXTENSION OF PLACEMENT =l
Open Disposition: I

Vouchers

Reports and

Extract File #:

Find : .

Conflict(s) File #: Selected File(s)#:

“appearance]| | Add File £} }
ASEnRCh | Femove File #
Find File #...

Dockets:
Available Docket(s):
Relief Sought Date Filed Disp. Date Unselect All
1. 0- -07 Pre-Petition,Juvenile Delinguency 07/23/2007 09/06/2007 Select all
Selected Docket(s): Add w Famove & I
Relief Sought Date Filed Disp. Date
1. 0- -07 Pre-Petition,Juvenile Delinguency 11/21/2007 11/29/2007
LG Profile
Password
(LogOut” | Continue with Activities | Cancel |—
Eﬁstartl m Movvell Groupiise - Malbox | @ WOUCHERtUbOrZ, doc - i, | @ UCS - LawGuardian - Log... “@ UCs - Law Guardian - ... |’ &@Q @ @& G 433FM

The selected docket(s) will appear under the Selected Docket(s) listing.

When all appropriate dockets have been selected, click the “Continue with Activities” button at the
bottom of the page.
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NEW VOUCHER INSTRUCTIONS

ian - New Youcher - Activi

File  Help

mﬂlncﬁvity Sheetl =

Client Name: Hannah Montana  Court: Kings County Family Court Proceeding Type: W - EXTEMSIOMN OF PLACEMENT

Open # Of Petitions: 1 File# Disposition:
Vouchers

MNew
Voucher

Reports and Enter multiple out-of-court activities hera,

Extract
Find
Conflict{s)

Appearance
Search

Select

Add New
« | +| _ Delste |

LG Profile o
Password
Log Out

oucher was opened 226 day(s) after assignment. All future vouchers must be opened within 7 days of assignment. LI

w# Startl ) novel Groupwise - Mallbox | ) YOUCHER tutor2 dac - Mi... | &7 UCs - Lawsuardian - Log... “@ UCS - Law Guardian - ... |ﬂ O 03 E 4soem

Now you are ready to begin entering your activities. There are two types of activities: in-court
activities and out-of-court activities.

Up to 25 multiple out-of-court activities can be entered together. In-court activities must be entered
individually.

If you are entering a single activity or in-court activities, please refer to page 39.

If you are entering multiple out-of-court activities, click the “Enter multiple court activities here”
button and refer to page 33.
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NEW VOUCHER INSTRUCTIONS: MULTIPLE OUT-OF-COURT ACTIVITIES

‘0soft Internet Explorer

es for Document Id:

Multiple Out-of-Court A

_ The purpose 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. ﬂ

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 nght carner of the screen is clicked. If this is clicked, the activities entered and not yet submitted will be
lost.

2,You navigate away from the Activity Sheet that opened this pop-up windaw.

3. Atime-out occurs after 45 minutes. Activities entered during this time and not yvet submitted will be lost.

(hours:minutes)

Activity: j Date: l_f l_fl Start Time: I :I I 'l Time Spent: I :I

: Documents
B - Client Interview/Meeting
C-Travel Add Activityw | Remove Activity |
D - Phone/Correspondence
E - Legal Drafting MNumber of activities created, not yet submitted: IU
F-Legal Research | start Time |Hours 0/C | Activity Summary
G - Investigation
H - Out of Court - All Other

Activity

H O owld

Subrmit Activities | Close ILI

Page 28 Sec 1 28/34 At 64"  Ln5  Col 40 REC TRK ExT ovR O

tBstart| ) Movell Groupiise - ... | %] YOUCHERUtOr2 doc -... | £70cs - LawGuardian - L. | £7UCS - Law Guardian - .. ||@ UCS Law Guardian -... |&@Q @@ oS 114z

A new screen will pop up. Add activity information in the spaces provided: Activity, Date, Start
Time, Time Spent, and Activity Summary.

Reminder: You can enter up to 25 out-of-court activities.
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NEW VOUCHER INSTRUCTIONS: MULTIPLE OUT-OF-COURT ACTIVITIES

Court Activities - Microsoft Internet Explorer

8| Multiple Out-of-Court Activities for Document Id

- |The purpose 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.
.l

Client Interview: Flease 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.

Activiies 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 vet submitted will be
lost.

2. You navigate away from the Activity Sheet that opened this pop-up window.

3. Atime-out occurs after 45 minutes. Activities entered during this time and not yet submitted will be lost,

AUtivity:IG’MVBStigﬁ“Dn j Date:lTIIKIIEUU? Start Time: IH :I15 IAM 'I Time Spent: I :I15

(hours:minutes)

Ackivity 5ummary;|check MFA map for route frorm schoal to location of incident, notes, distance|
Addd Activity wr | Farnowe Activity |
Wumber of activities created, not yet submitted: [0

Activity | start Date | Start Time |Hours OfC | Activity Summary

oo oA

Submit Activities | Close I;I

Page 26 Sec 1 28/34 AL 74" Ln 10 Col i REC TRK ExT ovR G

tBstart| ) Movell Groupiise - ... | ] vOUCHERtutar2. doc .. | 7 UCs - LawGuardian - L. | 7 UCS - Law Guardian - .. ||@ UCS Law Guardian -... |&@g QB 8T 1145 AM

When entering your date, please note that the year must be entered as four digits, i.e. 2007 .
For “Time Spent”, you must enter the time expended in real time (hours and minutes), i.e., 00:45.

Once you have entered the appropriate information in the boxes, click the “Add Activity” button.
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NEW VOUCHER INSTRUCTIONS: MULTIPLE OUT-OF-COURT ACTIVITIES

osoft Internet Explorer

The purpose 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: FPlease enter a location in the Activity Summary field for the client interview,

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

Activiies 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.

2. ¥ou navigate away from the Activity Sheet that opened this pop-up window.

3. Atime-out occurs after 45 minutes. Activities entered during this time and not yet submitted will be lost,

Al:tivitv:l_' Date:lTIIKIIZUU? Start Time: I :I I 'l Time Spent: I :I

(hours:minutes)

Activity Summary:l
Add Activity w | Femove Activity |
Number of activities created, not yet submitted: |1

G - Investigation  11/26/2007 11:15 &M 0.25 check MRA map for route from school to location of incident; notes; distance

“ oo A

Submit Activities | Close IL'

Page 29 Sec 1 29/35 At 1" In1 a2z REC TRK EXT owR O

wstart| ) Movel Groupise - M. .. | YOUCHERtutor2, doc .. | £ UCs - Lawsuardian - L. | 7 UCS - Law Guardian - ... ||@ UCS Law Guardian -... |&gg B R 1145 aM

The activity will appear in the chart.

Begin entering your next activity.

When you have entered the activity and the information, click the “Add Activity” button.



NEW VOUCHER INSTRUCTIONS: MULTIPLE OUT-OF-COURT ACTIVITIES

rosoft Internet Explorer

s for Document Id:

A Multiple Out-of-Court &

- [The purpose 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.
.l

Client Interview: Flease 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.

Activiies 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 vet submitted will be
lost.

2. You navigate away from the Activity Sheet that opened this pop-up window.

3. Atime-out occurs after 45 minutes. Activities entered during this time and not yet submitted will be lost,

Ac:ti\rity:l j Date:lTIIKIIEUU? Start Time: I :I I 'I Time Spent: I :I

(hours:minutes)

Activity Surnrnary:l

Farnowe Activity |
Wumber of activities created, not yet submitted: |2
Activity Start Date |Start Time |Hours O/C | Activity Summary
B - Client Interview /Meeting 11/26/2007 1:00 PM 1.5 interviewed client's parents
G - Investigation 11/26/2007 11:15AM  0.25 check MRA map for route from school to location of incident; notes; distance
E
@
Submit Activities | Close I_I ¥
H it 3
Page 30 Sec 1 30{36 a7 ln g Cdl 66 REC TRK EXT owrR (O

Qstart| ) novell Groupiwise -1, | #] YOUCHERtutar2, doc -... | &7 UCS - Lawsuardian - L. | 7 UCS - Law Guardian - .. ||@ UCS Law Guardian -... |&@g QB 8T 1147 AW

Once all of your out-of-court activities have been added, click on the “Submit Activities” button at
the bottom of the screen.
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NEW VOUCHER INSTRUCTIONS: MULTIPLE OUT-OF-COURT ACTIVITIES

/3 UCS - Law Guardian - New Youcher - Activity Screen - Microsoft Internet Explorer

New York State Unified Court System

File  Help

1T el | Activity Sheet =

New - ; . : )

voucher Client Case Information for Document Id:

_— Client Name: Hannah Montana Court:  Kings County Family Court Proceeding Type: P - PATERNITY

Open # Of Petitions: 1 File# T Disposition:

VYouchers

Enter multiple out-of-court activities here. I

Reports and -

Extract Total Hours:{0fC) 1.75 Hours(IfC}) 0.00 Mileage: 0.0 Expenses: $0.00 Amount: $131.25

Find Hours OfC|Hours I/C|Mileage |[Expenses|Amount Charged | Activity Summary

| EiilEHS) | 11/26/2007 Investigation 0.25 18,75 chack MRA map for

Appearance . X . . .

Search 11/26/2007 Client Interview/Meeting 1.50 $112.50 interviewed dient's

Select
Add Mew
4« »| _ Delste |

LG Profile

Password

Log Out

| |
w Startl ) Movell Groupiwise - Mailo: | WOUCHERtukor2. doc - Mi. .. | @ UCS - LawGuardian - Log... “@ UCS - Law Guardian - ... |&e|c= DR 11:49 aM

This will take you to the Activity Sheet screen.
You will see the activities that you previously entered in the Activities Charged Table.

Please refer to page 46 for further instructions.
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NEW VOUCHER INSTRUCTIONS: IN-COURT & SINGLE ACTIVITIES

3 UCS - Law Guardian - New ¥oucher - Activity Screen - Microsoft Internet Explorer

New York State Unified Court System

File Help
LTI | Activity Sheet =
Es:::her Client Case Information for Document Id:
Client Name: Hannah Montana Court: Kings County Family Court Proceeding Type: 5 - PINS
Open \
vouchers # Of Petitions: 2 File# ' Disposition:
Reports and Enter multiple out-of-court activities here. I
Extract
— Date i 0 0 D page penses | Amo arged | A ary | Docke dge 0
Find
Conflict{s) FHEW* *MEW* *HEW™* FHEW™*  *HEW™* *HEW* FHEW* *MEW* FHNEW*  FNEW* *N
Appearance
Search
Select |
Add New |
d | | Dekte |
Add fEdit Activity:
Activity: j
N
A - Feview Documents
B - Client Interview/teeting
C-Trawel
D -Fhone/Carrespondence
E-Legal Drafting
F-Legal Research
G - Investigation e
H - Clut of Court - All Other
J-Initial Appearance
K. - Pre-trial Hearings hd
LG Profile Lpply I Reset I [t
Password
Log Out Warnings:
Woucher was opened 327 day(s) after assignment. All future vouchers must be opened within 7 days of assignment. =
Et-,'startl m Movell Groupiwise - Mailbosx | @ YOUCHEREUorZ. doc - Mi... "@ UCS - Law Guardian - ... |g &8@ % @ & 147Pm

To enter an in-court or a single activity, click the “Add New” button located to the right of the
Activities Charged Table.

Under the Add/Edit Activity section, click on the Activity box arrow for the drop down menu.

Click on the appropriate activity.




NEW VOUCHER INSTRUCTIONS: IN-COURT & SINGLE ACTIVITIES

ICS - Law Guardian - New Youcher - Activity Screen - Microsoft Internet Explorer

New York State Unified Court System

Fie Help |
LTI | Activity Sheet =
Es:::her Client Case Information for Document Id:
Client Name: Hannah Montana Court: Kings County Family Court Proceeding Type: 5 - PINS
Open ,
V.',Juche..s # Of Petitions: 2 File# Disposition:
Reports and Enter multiple out-of-court activities here. I
Extract
— Date ! 0 0 D Bage penses | Amo arged | ary | Docke dge 0
Find
Conflict{s) FHEW* *MEW* *HEW™* FHEW™*  *HEW™* *HEW* FHEW* *MEW* FHNEW*  FNEW* *N
Appearance
Search
Select |
Add New |
d | | Dekte |
Add fEdit Activity:
Activity: | J-Initial Appearance vl
Attendance Date
Start Time: (072772007 - Daniel Turbaw- 6 - 7 (hours:minutes)
Activity Summary: |08/06/2007 - Daniel Turbow -6 - [ 07
Dietail: Amount k{081 3/2007 - Daniel Turbow- - [ 07
0841542007 - Daniel Turbow-6-[ 07
08A17/2007 - Daniel Turbow-6-[ 07
08/28/2007 - Stewart H. \Wei 17791-07
09/06/2007 - Daniel Turbow -6 -1 07
1140742007 - Daniel Turbow-6-[ 07
1142042007 - Daniel Turbow-6-1 07
1142342007 - Stewart H. Weainsteit 3208607 =
LG Profile Lpply I Reset I [t
Password
Log Out
Woucher was opened 327 day(s) after assignment. All future vouchers must be opened within 7 days of assignment. =

Q;'Startl m Movell Groupiwise - Mailbosx | @ WOUCHERtUEDrZ, doc - 14, | Revised Law Guardian In... “@ UCS - Law Guardian - ... |g &8@ 2 @ @ nszem

Click on the arrow for the drop down menu on the Attendance Date box.

Click on the appropriate Attendance Date from the drop down menu.




NEW VOUCHER INSTRUCTIONS: IN-COURT & SINGLE ACTIVITIES

- UCS - Law Guardian - Open Youcher - Activity Screen - Microsoft Internet Explorer

:4 Start

File  Help
New
Voucher : p p :
Client Name: ildren Court: ‘Westchester County Family Ct Proceeding Type: W - CUSTODY OF MINORS
Open
v.':uche,.s # Of Petitions: 3 3 Disposition:
Reports and Enter multiple out-of-court activities here. I
_Extract | Total Hours:(0fC) 1.35 Hours{IfC) 1.50 Mileage: 0.0 Expenses: $0.00 Amount: $213.75
Find . i 3 o T =
Conflict(s) Hours OfC |Hours IfC|Mileage | Expenses | Amount Charged | Activity Summar[al
Appearance *HEW* HFREW® *REWY® FREW®  FREW® *HEMI* EREW® FNEW®
Search 05/19/2008 Review Documents 025 $18.75 review of corresp
05/12/2008 Review Documents 017 $12.50 review of corresp Select |
05/06,/2008 Review Documents 0.10 $£7.50 review of corresp add Mew
3 |
< | > | beletz |
Add/Edit Activity:
Activity: | J - Initial Appearance v
Attendance Date; (3 ) T e v
Start Time: I:I: u \_"I Time Spent: I_-I: (hours:minutes)
Activity Surnmary: ‘
Detail; Amount Charged:
Selected Appearances for Grouping:
Appearances Available for Grouping: B
gj;?ﬂ.-"? :giggg Add Appearance P |
LG Profile | : dEemove Appearance |
_Password | apply | Reset |
Log Out

‘2R UCS - LawGuardian - ... 43 UCS - Law Guardian -... &l Law Guardian Interne. .. s @4 sz am

When you have multiple dockets for the same case, Appearances Available for Grouping are
displayed at the bottom left of the screen. If you do not have appearances available for
grouping, continue on to page 43.

You can select all of the grouped appearances for select specific appearances.

Select All — click the first appearance, then click the last appearance.
appearances will be highlighted.

Select Specific Appearances — click one of the appearances, click on each
required appearance. All selected appearances will be highlighted.

Once appearances have been selected, click the Add appearance button.

The selected appearances will be moved to the Selected Appearances for
Grouping.

Appearances are grouped. Click the Apply button. Go to page 44.
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NEW VOUCHER INSTRUCTIONS: IN-COURT & SINGLE ACTIVITIES

=3 UCS - Law Guardian - New Youcher - Activity Screen - Microsoft Internet Explorer

New York State Unified Court S

File Help
LTI | Activity Sheet
Es:::her Client Case Information for Document Id:
Client Name: Hannah Montana Court: Kings County Family Court Proceeding Type: 5 - PINS
Open
vouchers # Of Petitions: 2 File# Disposition:
Reports and Enter multiple out-of-court activities here. I
Extract
— Date ! 0 0 D Bage penses | Amo arged | ary | Docke dge 0
Find
Conflict{s) FHEW* *MEW* *HEW™* FHEW™*  *HEW™* *HEW* FHEW* *MEW* FHNEW*  FNEW* *N
Appearance
Search
Select |
Add New |
d | | Dekte |
Add fEdit Activity:
Activity: | J-Initial Appearance vl
Attendance Date: IDBH 32007 - Daniel Turbow -
Start Time: I I AM x| Time Spent; I I (hours:minutes)
Activity Summary: |met client wentta initial appearance]|
Detail: Amount Charged:
LG Profile Lpply I Reset I [t
Password
Log Out Warnings:
Woucher was opened 327 day(s) after assignment. All future vouchers must be opened within 7 days of assignment. =

Eﬁstartl ) novell Groupwise - Mailbax | ) WOUCHEREutor2, doc - M. . | Revised Law Guardian In... “@ UCs - Law Guardian - ...

Input all of the necessary information in the spaces provided.

DRELOBSR@ 207m

When the activity has been correctly entered, click the “Apply” button at the bottom of the page.

43



NEW VOUCHER INSTRUCTIONS: IN-COURT & SINGLE ACTIVITIES

a UCS - Law Guardian - New Youcher - Activity Screen - Microsoft Internet Explorer
New York State Unified Court System
Fie Help |
LTI | Activity Sheet =
Es:::her Client Case Information for Document Id
_ Client Name: Hannah Montana Court:  Kings County Family Court Proceeding Type: P - PATERNITY
Open # Of Petitions: 1 File# 111N Disposition:
Vouchers
Reports and Enter multinle out-of-court activities here, I
Extract Total Hours:{OfC) 1.75 Hours(IfC}) 1.00 Mileage: 0.0 Expenses: $0.00 Amount: $206.25
Find tivi Hours O/C [Hours I/C|Mileage Expenses|Amount Charged | Activity Summary
[Conflict(s) | 11/26/2007 Investigation 025 £12.75 check MRA map for
Appearance X X X X X ,
Search 11/26/2007 Client Interview /Meeting 1.50 $112.50 interviewed client's
07/23/2007 Inital Appearance 1.00 £75.00 met client, went to celect
4 | | _ Delste |
Add/Edit Activity:
activity: | J-Initial Appearance 'l
Attendance Date: | 07/23/2007 - Mara L. Freeman -1 7|
Start Time: |9 :IDD AM x| Time Spent: |1 08 (hours:minutes)
Activity Summary: Imet client went to intial appearance
Detail: amount Charged: $75.00 Actvity Time: 9:004M-10:00aM
LG Profile p I - I B
| pply 258
Password
[Logout | LI
woucher has been submitted 200 days after the case was completed. Affirmation required. had

Q;'Startl m Movell Groupiwise - Mailbosx | @ WOUCHERtUEDrZ, doc - 14, | @ UCS - LawGuardian - Log... “@ UCS - Law Guardian - .. |&@g @ @@ EbE 1155 am

The activity will appear in the Activities Charged Table.

To add the next activity, click the “Add New” button located to the right of the table and follow the
same procedure beginning on page 41.

After entering all of your activities, proceed to page 46 for further instructions.
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NEW VOUCHER INSTRUCTIONS: SAVING & SUBMITTING

ian - New Youcher -
File Help |
# Of Petitions: 1 File# PR Disposition: -
Mew Enter multiple out-of-court activities here.
Voucher Total Hours:{OfC) 1.75 Hours{I/C) 1.75 Mileage: 0.0 Expenses: $0.00 Amount: $262.50
Open
Vouchers o oo .
Reports and 11/26/2007 Investigation 0.25 £18.75 check MRA map for
Extract 11/26/2007 Client Interview/Meeting 1.50 $112.50 interviewed dient's
Find .
q 07/23/2007 In Court - All Other 0.75 56.25 called info court
Conflict(s) /28 & Selact
Appearance 07/23/2007 Initial Appearance 1.00 £75.00 met client, wentto  add Mew
Search al | | _ Delete |
activity: |- In Court-All Other =
Attendance Date: ID?,-‘ES/’ZE 91-07 j
Start Tirme: 12 :I-DD |PMj Tirme Spernt: |D :|45 {hours:minutes)
Activity Summary: Icalled into court
Detail: Amount Charged:$56.25  Activity Time: 2:00PM-2:45PM
Apply Reset
LG Profile woucher has been submitted 200 days after the case was completed. Affirmation reguired.
Password woucher was opened 327 day(s) after assignment, all future vouchers must be opened within 7 days of assignment,
Log Out h S 5 _
_— Affirmation | Print Activity Sheet | Submit and Print Youcher | oK I Cancel =

d_‘StartI %:)Novall GroupW\se-Ma\Iboxl \IOUCHERtutUrZ.doc-Ml.‘.l @UCS-LawGuardlan-Log...l @UES—Law Guardian - ... ‘&ag%@ﬁa@ 12:02 PM
Once all activities have been added and are in the Activities Charged Table, you will either print
and save your voucher or print and submit your voucher.

To Print and Save your voucher:
Click the “Print Activity Sheet” button at the bottom of the screen.

Click the “Print Preview” button at the bottom of the screen.
To print your voucher, click on the print icon located in the upper left corner of the screen. This
will open a print screen. Once you have finished printing, click on the X button in the upper right

corner of the print screen.

To Print and Submit your voucher:
Click the “Submit and Print Voucher” button at the bottom of the screen.

Take your printed voucher to the Judge for signature, and the Court will submit your voucher to the
Law Guardian Program.
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VOUCHER EXAMPLE

Document Id: 133

STATE OF NEW YORK - JUDICIARY Voucher No.
, APPELLATE DIVISION
LAW GUARDIAN VOUCHER SECOND DEPARTMENT .

. L S
Originating Agency Originating Agency Code Interest Eligible (Y/N) P-Contract
Family Court 05032
Payment Date OCS Use Only Liability Date

06/25/2008
Payee 1D Additional Zip Code Route Payce Amount MIR Date
XXX-XX  XXXX 10924 $87.50 06/26/2008
Payece Name (Limited To 30 Spaces) 1RS Code IRS Amount
P B
Payce Name (Limited To 30 Spaces) Stat. Type Statistic Indicator-Dept.  Indicator-Statewide
Address (Limited To 30 Spaces) Ref/Inv. No.
Address (Limited To 30 Spaces) Ref/Inv. Date
06/25/2008
City (Limit To 20 Spaces) State Zip Code
NY 10924
For Legal Scrvices Rendered as Law Guardian pursuant to FCA An i the Family Court of Orange County
from 06/25/2008 to 06/25/2008 for }~ file number(s)
PROCEEDING CODE TOTAL HOURS AMOUNT
D - JUVENILE DELINQUENCY 1. TIME SPENT OUT OF COURT 0.67 $50.00
NUMBER OF PETITIONS 11. TIME SPENT IN COURT 0.50 $37.50
1 111 EXPENSE OF REPRESENTATION $0.00
To Be Approved By Judge TOTAL $87.50

FOR LAW GUARDIAN'S USE: 1 hereby certify that the above statement of contractual services is true and correct; that
no other 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 from which the State is exempt are excluded

STATE COMPTROLLER'S PRE-AUDIT

therefrom. CERTIFIED FOR W
PAYMENT
Verified |
OF THE |
SIGNATURE DATE Audited TOTAL FEE
AMOUNT
FOR USE OF JUDGE: 1 hercby certify that in accordance with the above statement of services the total fee awarded for
such services is fair and just and is set forth above. Special Approval By
(As Required) —
SIGNATURE DATE COUNTY
FOR APPELLATE DIVISION USE ONLY: | hereby certify that this voucher is correct and just and payment is hereby
approved.
AUTHORIZED SIGNATURE DATE
Expenditure Liguidation
Cost Center Code Accum
Dept. Cost Center Unit Var. |Yr Obicet  [Dept |Statewide Amount Orig. Agency P/Q Contract Linc EP

This is an example of a printed Voucher.
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ACTIVITY SHEET EXAMPLE

I .ucu;h-ent Id: -~

Case Information;

Court:  Kings County Family Court Proceeding Code: D - JUVENILE DELINQUENCY

ClientName: ... ..

# of Petitions: 1 File#: . _. Disposition: dismissed

Activities: :

Hours (.100s)
Date Activity ofC VC  Miles Expenses AmountCharged Activity Summary

H - Out of Court - All Other again to rr and traffic, review
discovery; prep cross for two
witnesses; outline issues for
hearing and argument;
research excited utterance
evidence and introduction of
radio tape.

06/26/2008 K - Pre-trial Hearings 0.60 $45.00 ct app-confs client, parent,
acc, counsel, court conf and
applications and orders.

06/26/2008 H - Out of Court - Ali Other 0.05 $3.75 conf counsel

06/26/2008 H - Out of Court - All Other 1.05 $78.75 hearing prep including review
discovery and client interview
notes; listen to radio run and
traffic; prep issues for hearing
and cross and argument

06/25/2008 D - Phone/Correspondence 0.15 $11.25 call client and parent

06/25/2008 H - Out of Court - All Other 0.10 $7.50 conf acc and rec discovery and
radio run disc

06/25/2008 H - Out of Court - All Gther 0.10 $7.50 conf counsel

06/24/2008 D - Phone/Correspondence 0.05 $3.75 call acc

06/23/2008 H - Out of Court - All Other 0.05 $3.75 confacc

06/19/2008 D - Phone/Correspondence 0.10 $7.50 call ace

06/04/2008 A - Review Documents 0.10 $7.50 review response to bill and
demand

06/01/2008 D - Phone/Correspondence 0.25 $18.75 letter to client and parent and
revised case plan

05/27/2008 N - In Court - All Other 0.40 $30.00 ct app-confs client and parent,
confs counsel, confs acc, ct
conf and applications and
orders, conf client and parent.

05/27/2008 B - Client Interview/Meeting 0.55 $41.25 interview client and parent

05/26/2008 D - Phone/Correspondence 0.25 $18.75 review file for motions and
call client and parent

05/16/2008 H - Out of Court - All Other 0.05 $3.75 serve bill and demand

05/16/2008 A - Review Documents 0.10 37.50 review vdf

05/15/2008 E - Legal Drafting 0.30 $22.50 draft bill and demand

05/11/2008 D - Phone/Correspondence 0.35 $26.25 letter to client and parent and
initial case plan

04/30/2008 J - Initial Appearance 0.47 $35.00 assignment off primary with
panel permission, interview
client, confs client, parent,
acc, counsel, court conf and
applications and court orders.

04/30/2008 B - Client Interview/Meeting 0.18 $13.75 conference with client and
parent after court appearance

Document Id

This is an example of a printed Activity Sheet.

Page 3 of 4
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VOUCHER INSTRUCTIONS FOR SUBSTITUTION OF COUNSEL

2 UCS - Law Guardian - New Youcher - Microsoft Internet Explorer

File  Help

New
Youcher Court: | j

Open ¥ Substituting for assigned Law Guardian
Vouchers

Reports and
Extract
Find
Conflict{s)

Appearance -
Search | Select Attomey to Substitute for... I

Continue Cancel

LG Profile
Password
Log Out

& StartI J g iordPerfect ¥3. . | B Hovell Grouptis, I @ inside-UCS, org: | @ Related Links - .., I @ UCS - LawGuard. .. “@ UCS - Law Gua... |@§,uﬁ ﬂ D@ T 251PM

Only in exigent circumstances should a member of the panel substitute as counsel for another
member of the panel.

Click on the appropriate court in the drop down menu.
Click the box to check Substituting for assigned Law Guardian.

Click on the “Select Attorney to Substitute for...” button.
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VOUCHER INSTRUCTIONS FOR SUBSTITUTION OF COUNSEL

‘B UCS - Law Guardian - New Youcher - Microsoft Internet Explorer

File  Help

ol x|

New York State Unified Court System

Open

Reports and
Extract

Find

Appearance

LG Profile
Password
Log Out

Newr

Voucher

VYouchers

Conflict{s)

Search

2} UCS - Law Guardian - New Youcher - Assigned Law Guardian Search - Microsoft Internet Explorer

Assigned Law Guardian Search:

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, you may enter the first few characters of
the name. To narrow your search enter the Attorney's full name.

Name: (Last)| tFirst) imiddie)| search |

Cancel

Continue | Cancel |

i/start| | [ wordperfact 13 - [Docu... | ) rovell Groupiwise - Maibox | [ 5 Internet Explorer - B Document. - Microsoft ... E2sl0Re 5@ D 252

The “Assigned Law Guardian Search” window will appear.

2} UCS - Law Guardian - New ¥oucher - Assigned Law Guardian Search - Microsoft Internet Explorer

Name: (Last,

=1=1 x|

assigned Lave Guardian Search:

To search you must enter at least two letters in either the Last Mame, or First Mame. If the last name has just one |etter, 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 the name. To narrow your search enter the
Attorney's fu

¢Firsf omee (ridcie)] Search |

Cancel

[l

i start| | [ wordperfect %3 - [Docu. .. | # Novell Groupwise - Mailbox |[ @ 5 Internet Explorer  ~ 87 Documentl - Microsoft ... \ggu@g @ ST zEsPM

Type the name of the attorney you are substituting for in the appropriate boxes.

Click on the “Search” button.

52



VOUCHER INSTRUCTIONS FOR SUBSTITUTION OF COUNSEL

J UCS - Law Guardian - New Youcher - Assigned Law Guardian Search - Microsoft Internet Explorer — & x|

Assigned Law Guardian Search:
To search you must enter at least two letters in either the Last Mame, 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, vou may enter the first few characters of the name. To narrow your search enter the
Attorney's full name,
Name: (Las_,, (First), (M\ddle)l Search

Attorney

Registration

Number Attorney Name Attorney Registration Firm Mame Address

26 COUR JKLYM, MY 11242-0000
Return Assigned Law Guardian Cancel

ﬁstartl J Pod WordPerfect %3 - [Docu,.. | ) Hovell Groupiiss - Mallbox I & 5 Internet Explorer - B Document1 - Microsoft .. I |a&u@; D 8T 255

Click on the appropriate attorney’s name, and the field will highlight.
Click on the “Return Assigned Law Guardian” button.

=10l x|
New York State Unified Court System

File  Help
Neve Online Activity Sheet: Voucher for: E _
MNewvy
Voucher Court: I 2
Open ¥ substituting for assigned Law Guardian
Vouchers
Reports and
Extract
Find
Conflict{s)
Appearance
Search Select Attorney to Substitute for
x|
] Court list is being re-loaded For the selected Attarney.
LAY
Caontinue Cancel

LG Profile
Password
Log Out

i stare| | Fy wordRerfert %3 - [Dacu... | %) Novel Groupwise - Maibbox |[ & & Internet Bxplorer  ~ B] Document1 - Microsoft .. [ERnlofo @y 257m
This may take a moment as the file is being reloaded for the selected attorney.

The message “Court list is being re-loaded for the selected attorney” will appear. Click “OK”.
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VOUCHER INSTRUCTIONS FOR SUBSTITUTION OF COUNSEL

- Law Guardian - New Youcher - Microsoft Internet Explorer

New York State Unified Court System

File  Help

New
Voucher Court:

]

Open
Vouchers

Reports and
Extract

Find
Conflict(s)
Appearance
Search

Continue Cancel

LG Profile
Password
Log OQut

E{'Startl J [ wordPerfect %3 - [Dacu. ., | ) Novell Grouptwise - Mailbax ” £ 4 Internet Explorer - @ Document] - Microsaft ... | |lag,u\ﬁ ﬂ DT 259rm

At the top of the page, in the highlighted bar directly above the drop down menu, you will see your
name as well as the attorney for whom you are substituting.

Click on the appropriate court in the drop down menu.
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VOUCHER INSTRUCTIONS FOR SUBSTITUTION OF COUNSEL

‘R uCs - Law Guardian - New Youcher - Microsoft Internet Explorer =] 3}

New York State Unified Court System

File  Help
m Newe Onli : substituting f
Newve | e v substituting Tor
Voucher /3 UCS - LG - File Search - Microsoft Internet Explorer 1o
open
VYouchers File Number Search:
EReFm:ts and| | pgcket Number: I =l - fl Search
xtral
Find
Conflict(s) [——
Appearance
Search
Cancel |
Continue | Cancel
LG Profile
Password
Log OQut

t.ﬁ'start| | Eea wordperfect x3 - [pacu. . | ) Hovel Groupwise - Mailbox I 4 5 Internet Explorer  » ] Dorument1 - Microsaft ... \e,g,u@g @ ST 304rM

‘R uCs - Law Guardian - New Youcher - Microsoft Internet Explorer =] 3}

New York State Unified Court System

File Help
New Online Activity Sheet: : substituting for| _
New —_————————————
VYoucher e Sear =10~y
Open

VYouchers File Number Search:
Reports and | | pgcket Number: ID 'I. .|0g jl Search

Extract

Find [
canflict(s) | | [

Children on Docket
Appearance

Search | sod File# |

Cancel |

Continue | Cancel

LG Profile
Password
Log OQut

t.ﬁ'start| | Eea wordperfect x3 - [pacu. . | ) Hovel Groupwise - Mailbox I 4 5 Internet Explorer  » ] Dorument1 - Microsaft ... \e,g,u@g D @ T 3:06PM

Continue entering the information as a new case voucher.



VOUCHER INSTRUCTIONS FOR SUBSTITUTION OF COUNSEL

2 UCS - Law Guardian - New Youcher - Microsoft Internet Explorer

File  Help |
=

S
New Court: Kings County Family Court Document 1D:
Voucher
b Add/Edit Client Case Information:
Reports and Client Name: I Proceeding Type: | =
Extract | Disposition: I
Find
Conflict{s)
Appearance
Search ) .

File #: Galartad File(s)#:

AddFile#p |
Femowve File # |
Find File # | |
Available Docket{s):
i k Relief Sought Date Filed Disp. Date Unselect &1l
- Pre-Petition, Juvenile Delinquency 05/30/2008 Select all

Selected Docket(s): Addw | Femove &
LG Profile | Docket | Relief Sought | Date Filed | Disp. Date |
Password
Log Out

Ejstartl J Lo wordpetfect 13 - [Docu... | ) Novell Groupiise - Mailbox | 45 4 Internet Explorer - Docurnentl - Microsoft ..., | |@|&u@g @ e E zmarm

Complete filling out client case information.

Select the dockets and proceed with voucher completion as described in the Creating a New
Voucher Section of the manual, which begins on page 22.
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OPEN VOUCHERS

fa UCS - Law Guardian - Microsoft Internet Explorer T =10 ll

New York State Unified Court System

File  Help

New WA ) Department Questions | New Features
Voucher

Open

Melvina Spooner and Taneca Marksman will be out of the office, Thursday, July 2. If you need assistance, they will be available
Reports and on Monday, July 7.
Extract
Find System Maintenance is scheduled for June 7, 2:00 a.m. - 4:00 pm. The system will be unavailable during this time.
Conflict(s) =
Appearance
Search

LG Profile
Password
Log Out

@& start| %) Novell GroupWise - Mailbox | & - Mi... [@ UCS - Law Guardian - ... 8] VOUCHERtutor2.doc - Mi...

220B50Q wman

An Open Voucher is a voucher in progress.

From the Home screen, click on the “Open Voucher” button on the top left of the screen.

i
New York State Unified Court System
File  Help
New Please note: Vauchers that have been submitted are removed fram the Open Voucher list
Youcher Submittted vouchers can be found in the Submitted Voucher report.
35:5]"5 Click here tao find vouchers submitted within 5 specified date range.
Reports and =
Extract
= 24 ” G- 06/22/2006 Kings Caunty Family Court 2,80 250 0.0
Conflict(s) ag Iv Tl 11/25/2005 Kings County Family Court 0.40 2.25 0.0
ggla)s;:‘anm ‘26 Iv = Kings County Family Court 0.00 0.00 0.0
‘85 - Kings County Family Court 0.00 0.00 0.0
B2 e e Iv j Kings County Family Court 0.00 0.00 0.0
‘81 Hannah Montana IE j 08/13/2007 Kings County Family Court 0.00 1.00 0.0
79 Hannah Montana D- 11/28/2007 Kings County Family Court 2.00 0.00 0.0
‘80 Hannah Montana D- 07/23/2007 Kings County Family Court 1.75 1.75 0.0
'ag W G- 07/18/2006 Kings County Family Court 1.15 1.25 0.0
56 Primary Day - 07/05/2006 F _Ll Kings County Family Court 0.00 0.00 0.0
‘58 Primary Day - 07/05/2006 IE _L[ Kings County Family Court 0.00 0.00 0.0
121 Primary Day - 09/06/2006 W j Kings County Family Court 0.00 0.00 0.0
d 2,97 H [cE- e Kings County Family Court EII‘UU 0.00 ELF,LI
Delete Voucher Select to Update | Cancel |
LG Profile
Password
Log Out

i/ start {l:/Nnvelleuprse-Medhuxl [ I— H.‘.."m B YOUCHEREutor 2, doc - M., ,m
All vouchers that have been saved and not yet been submitted for payment appear in the Open

Voucher list.




OPEN VOUCHERS

Screen Shot #1

ew York State Unified Court System

File  Help
New Please note: Vauchers that have been submitted are removed fram the Open Voucher list
Youcher Submittted vouchers can be found in the Submitted Voucher report.
35:5]"5 Click here tao find vouchers submitted within 5 specified date range.
Reports and =
Extract
P 0824 Alex Blugh G- 06/22/2006 Kings Caunty Family Court 2,80 250 0.0
Conflict(s) ‘95 BUTROMN CHILDREN Iv Tl 11/25/2005 Kings County Family Court 0.40 2.25 0.0
gggs;:amm '8 JTRON CHILDREN Iv = Kings County Family Court 0.00 0.0o 0.0
‘8 JTROMN CHILDREN - Kings County Family Court 0.00 0.00 0.0
‘9 JTROM CHILDREN Iv j Kings County Family Court 0.00 0.00 0.0
'8 annah Montana IE j 08/13/2007 Kings County Family Court 0.00 1.00 0.0
7 annah Montana D- 11/28/2007 Kings County Family Court 2.00 0.00 0.0
'8 annah Montana D- 07/23/2007 Kings County Family Court 1.75 1.75 0.0
9 ZGIONS, ROY G- 07/18/2006 Kings County Family Court 1.15 1.25 0.0
'S cimary Day - 07/05/2006 F j Kings County Family Court 0.00 0.00 0.0
'5 “imary Day - 07/05/2006 IE j Kings County Family Court 0.00 0.00 0.0
i2 -imary Day - 09/06/2006 W j Kings County Family Court 0.00 0.00 0.0
dq ‘"9 OY LEGIONS G- Kings County Family Court EII‘UU 0.00 U_F,LI
Delete Voucher Select to Update | Cancel |
LG Profile
Password
Log Out

/start| %) novell Groupwiss - Mailbox | &, _ o | ] UCS - Law Guardian - ... 1] YOUCHERNutor2 doc - Mi... e 109am
Screen Shot #2

ZJ UCS - Law Guardian - Open Youcher - Activity Screen - Microsoft Internet Explorer = (3] x|

New York State Unified Court System

Fle Help

EE Activity Sheet =
New
Youch
Youcher | Client Name: . " Court: i oty Family Court Proceeding Type: G - GUARDIANSHIP
Open # Of Petitions: 1 File# H Disposition: Guardianship to Petitioner
¥ouchers

Enter multiple out-of-court activities here,

Reports and
Extract Total Hours:{0/C) 2.80 Hours(I/C) 2.50 Mileage: 0.0 Expenses: $0.00 Amount: $397.50
Find =
Jnntlicts) | 09/29/2006 Disposition 1.00 $75.00 guardianship to ¢
Appearance
Search 09/22/2006 Phone/Correspondence 0.20 $15.00 with father

07/23/2006 Phone/Correspondence 0.75 $56.25 call to mother Select

07/21/2006 In Court - All Other 0.s0 $37.50 in court add MNew

J- | : _>|_I Delete

LG Profile
Password
Log Out

i start| %) Novell Groupiise - Mailbax |.§ o . JIW VOL‘I;HERtutUrZ‘duc'.M\.‘: ’m
Vouchers that appear in this list can be modified at any time. (Screen Shot #1)

Click on an open voucher from the list to highlight and click the “Select to Update” button. The
Activity Screen will display. (Screen Shot #2)

Delete Voucher: If a voucher was entered by mistake, it can be deleted. Select the voucher from
the list and click the “Delete VVoucher” button.
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PRIMARY DAY: KINGS, QUEENS, RICHMOND

3 UCS - Law Guardian - New Youcher - Microsoft Internet Explorer

Fie Help

£ New York State Unified Court System

=1o01x]|

New
Youcher Court: | j

Open I Substituting for assigned Law Guardian
Vouchers

Reports and
Extract

Find
Conflict(s)

Appearance
Search

Continue I Cancel

LG Profile
Password
Log Out

#istart| |[&]ucs - Law Guardian - .. &) Novell Groupise - Mailbox

\@@Uﬁ WO @D 24

Click on the “New Voucher” button located in the upper left corner of the screen.

Click on the drop down menu.

e

2} UCS - Law Guardian - New Youcher - Microsoft Internet Explorer

New York State Unified Court System

i/ start JW B Document 1 - Microsaft ...
Select from the list the appropriate court.

File Help
New
Youcher
Open .
Youchers Kings County Family Court
Queens County Family Court
E:Froarctts oo Appellate Division - 2nd Department
Find
_Conflict(s) | CQueens County Supreme Court, Givil Term
Appearance Clueens County Supreme Court, Criminal Term
Search Kings County Surrogate's Court
Queens County Surrogate's Court
Continue Cancel
LG Profile
Password
Log Out

\@@Uﬁ WO @D 249
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PRIMARY DAY: KINGS, QUEENS, RICHMOND

/2 UCS - Law Guardian - New Youcher - Microsoft Internet Explorer

New York State Unified Court

=10l

ystem

File  Help
New
Voucher Court: [{iS ourt
Open I substituting for assigned Law Guardian
Vouchers
Reports and
Extract I Primary Day/Intake Day
Find
Conflict{s)
Appearance
Search
File #: Selected File(s)#:
Add File # P
Eemove File #
Find File #
Continue Cancel I
LG profile |
[Rassha |
Log Out |

i start| || &]UCs - Law Guardian - ... | 8] Manual - Primary - Micros. .

|&a€ﬂ-ﬁﬁ9 H@Q zsoem

Once you have selected your Court, select Primary Day/Intake Day.

- Law Guardian - New Youcher - Microsoft Internet Explorer

New York State Unified Court System

Fle Help
New
Voucher Court: | Kings County Family Court j
Open
Vouchers
Reports and =
Exfraﬁt M Primary Day/Intake Day Date: fl .fl
Eindﬂ'ct( ) Start Time: : I :I' End Time: : I :l'
onflict(s
e Lunch Start: : I :I' Lunch End: : I :l'
Search
Docket #: Selected Dockets{s)#:
| ~|- .| !  child (LGY 7 Adulk (1887 Add Docket # P |
Femove Docket # I
Save without Submitting | Check Voucher Warnings | Cancel |
LG Profile
Password
Log Out

i start| || &]uCs - Law Guardian - ... | ] Manual - Primary - Micros. .

Complete the voucher information: Date/Start Time/End Time/Lunch Start/Lunch End

|&EIU\9§® H@D zEm
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PRIMARY DAY: KINGS, QUEENS, RICHMOND

New York State Unified Court System

File  Help
New " p
Youcher Court: Ings County Family Court j
Open
Youchers
Reports and =
Exfract ¥ Primary Day/Intake Day Date: 1 j2s | y|2007
Eindfl'ct( ) Start Time: m 5 I3D IAM j‘ End Time: |7 +|oo P j'

onflict(s
e Lunch Start: 1 ; IUD IPM j' Lunch End: I2 e Phd j'
Search

Docket #: Selected Dockets(s)#:
—_—
|D hd B - |07 fl @ Child (LG) " Adult (188) Add Docket # P
Remove Docket#
Save without Submitting | Check Voucher Warnings | Cancel |

LG Profile

Password

Log Out
& Startl J I@ UCS - Law Guardian - ... Manual - Primary - Micros. .. |§,au\ﬁ # (] @’& & 2is8PM

Under Docket Selection, begin entering docket information for each petition.

You must enter the docket number for each petition.
NN 111111-07; NN 22222-07; NN 33333-07

Law Guardian Case: check Child (LG)

Adult Case: check Adult (18B)

After you enter the docket number and have selected LG or Adult, click on the
“Add Docket #” button.

Reminder:
e Supplemental docket numbers must be entered as follows:

D 44444 - 07/ 08A
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PRIMARY DAY: KINGS, QUEENS, RICHMOND

# UCS - Law Guardian - New Youcher - Microsoft Internet Explorer

New York State Unified C

File  Help
New New Online Activity Sheet: Youcher for: Lois Diva Lane
voucher Court: IKings County Family Court -
Open
Youchers
Reports and =
Exfract ¥ Prirmary Day/Intake Day Date: 11|28 | pfeo0?
Eindfl'ct( ) Start Time: m 5 I3D IAM j‘ End Time: |7 +|oo P j'
onflict(s

e Lunch Start: 1 : IUD IPM j' Lunch End: I2 1s P j'
Search

Docket selection:

Docket #: St wckets{s)#:

[ = - /| @ child (LG) € Adult (188) |_Add Docket#b | [E G

Remove Docket#
Save without Submitting | Check Voucher Warnings | Cancel |

LG Profile
Password
Log Out

& Startl J I@ UCS - Law Guardian - ... Manual - Primary - Micros. .. |§,au@g @ @ sunaem

The Docket you have added is now in the “Selected Docket(s) #” box for processing.

The “Save without Submitting” button will allow you to save and retrieve your voucher under
“Open Vouchers.”



PRIMARY DAY: KINGS, QUEENS, RICHMOND

a UCS - Law Guardian - Open Youcher - Microsoft Internet Explorer

File  Help |
News Case Information: Youcher for: Lois Diva Lane _
voucher Court: Kings County Family Court Document ID:

Open o .

Vouchers Add/Edit Client Case Information:

Reports and Client Name: Primary Day Proceeding Type: X-OTHER -

Extract Primary Day: 11/29/2007 # of Selected Cases: 0O

m Start Time: IT ‘ W IAM jv End Time: IF H WIPM VI
e | Lunch Start: Ir ' WIPM = Lunch End: lF : ITIPM |

Appearance
Search

Docket #: Selected Dockets{s)#:
| xi- l—,f|— ©child (LG) € adult (188) Add Docket#p || ﬁ
Femove Docket# g 3
M ERd|

Mo warnings for this voucher,

Submit and Print Youcher | Cancel

LG Profile
Password
Log Out
EBStartI J @ Manual - Primary - Micros. ., | ) Novell Groupiise - Mailbox | @ UCS - LawGuardian - Log... | @ UCs - Law Guardian - ... |&au@g @ e E smem

After you have entered all of your dockets for processing, you can scroll the
“Selected Docket(s) #”” window to make sure all dockets have been entered.

The above voucher has all the dockets entered and can now be submitted and printed.



PRIMARY DAY: KINGS, QUEENS, RICHMOND

a UCS - Law Guardian - Open Youcher - Microsoft Internet Explorer

New York State Unified Court System

File  Help
News Case Information: Youcher for: Lois Diva Lane
voucher Court:  Kings County Family Court Document ID; 77"
Open o .
Vouchers Add/Edit Client Case Information:
Reports and Client Name: Primary Day Proceeding Type: IX-OTHER vl
Extract Primary Day: 11/29/2007 # of Selected Cases: 0O
Eionrlljflil:t(s) Start Time: I-ID ; I3D IAM ]' End Time: IU? ; IUU IPM ]v
e Lunch Start: |D1 ' IDD IPM :I' Lunch End: qu ' I15 IPM :I'
Search
zl
\?) Are you sure you want to submit this voucher? If yves, dick OK, if no, click cancel.
Docket #: Dockets{s)#:
0K Cancel
I = _I_ _I H-07 166 =
TeaaTar-07 LG
Fiemove Docket# | |py+ 2onnc n710g
M 3-|
Mo warnings for this voucher,
Submit and Print Youcher | Cancel
LG Profile
Password
Log Out
E'Startl J @ Manual - Primary - Micros. ., | ) Novell Groupiise - Mailbox | @ UCS - LawGuardian - Log... | @ UCS - Law Guardian - ... |&au@g @ e E smem

After you click on the Submit and Print Voucher Button, the above message will appear.

“Are you sure you want to submit this voucher? If yes, click OK, if no, click cancel.”

Click “OK” if you are ready to submit and print.

66



PRIMARY DAY: KINGS, QUEENS, RICHMOND

Completed Priméry Day Voucher:

Attached is a copy of a completed voucher.

A completed primary day voucher for submission must have the following:

(1) The original Law Guardian voucher,

(2) The original Law Guardian case information sheet

(3) The original Assigned Counsel Plan Family Court Intake VVoucher

It is important that you review the information that is printed on the Law Guardian VVoucher.
Please note the Document Identification number, which is located on the top right side of the

voucher page. This identification number is utilized by the Law Guardian system in tracking your
voucher.

In all cases you must always submit all three (3) documents.
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PRIMARY DAY: KINGS, QUEENS, RICHMOND

ASSIGNED COUNSEL PLAN FAMILY COURT
INTAKE VOUCHER

CITYWIDE

MAIL COMPLETED FORM TO: 253 Broadway — Room 200, New York, NY 10007 (212) 676-0066

Attorney Name:

Address:

Telephone:

Social Security/Tax L.D.#

INTAKE SHIFT INFORMATION .
.
County:
Date of Service:
Part:
From:_____ Te: Lunch Hour: Total hours worked: Amount Requested: _____

MUST BE COMPLETED BY ATTORNEY BEFORE SUBMISSION
ADULTS
NUMBER OF CASES HANDLED:
CASES DISPOSED:

TOTAL CASES RETAINED:

CERTIFIED CORRECT: No payment or promise of payment has been requested or accepted for representing the parties listed
above. Any future vouchers submitted for other services on those matters will not include a payment for these intake services. The
undersigned, an attorney-at-law in the State of New York affirms the foregoing to be true under penalty of perjury.

ATTORNEY SIGNATURE DATE

FOR COURT USE ONLY

5
PAYMENT APPROVED JUDGE SIGNATURE & STAMP
DATE

Voucher must be submitted within 45 days of Intake shift
** FORM ON REVERSE SIDE MUST BE COMPLETED**
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PRIMARY DAY: KINGS, QUEENS, RICHMOND

Document Id:
STATE OF NEW YORK - JUDICIARY Voucher No.
APPELLATE DIVISION
LAW GUARDIAN VOUCHER SECOND DEPARTMENT

Originating Agency Originating Agency Code Interest Eligible (Y/N) P-Contract
Family Court 05032

Payment Date 0OCS Use Only Liability Date

06/06/2008

Payee ID oAt Zip Code Route Payce Amount MIR Date

XXX-XX  XXXX 11753 $531.25 06/06/2008

Payec Name (Limited To 30 Spaces) IRS Code IRS Amount

e

Payce Name (Limited To 30 Spaces}) Stat. Type Statistic Indicator-Dept.  Indicator-Statewide
Address (Limited To 30 Spaces) Ref/lnv. No.

. . Primary Day - 06/06/2008

Address (Limited To 30 Spaces) Ref/Inv. Date

. . 06/06/2008

City (Limit To 20 Spaces) State Zip Code

JERICHO NY 11753
For Legal Services Rendered as Law Guardian pursuant to FCA Art. 2 part 4 in the Familv Court of Nassau County
from 06/06/2008 10 06/06/2008 for Primary Day - 06/06/2008, file number(

PROCEEDING CODE TOTAL HOURS AMOUNT
X - OTHER 1. TIME SPENT OUT OF COURT

NUMBER OF PETITIONS I1. TIME SPENT IN COURT 7.08 $531.25

10  LGonly 111, EXPENSE OF REPRESENTATION

To Be Approved By Judge TOTAL $531.25

FOR LAW GUARDIAN'S USE: [ hereby certify that the above statement of contractual services is true and correct; that
no other claim for payment has been made for the time stated therein; and that no part thereof has been paid except as

STATE COMPTROLLER'S PRE-AUDIT

stated therein and that the balance stated is due and owing and that taxes from which the State is exempt are excluded
therefrom

SIGNATURE DATE

FOR USE OF JUDGE: 1 hereby certify that in accordance with the above statement of services the total fee awarded for
such services is fair and just and is set forth above.

SIGNATURE DATE COUNTY

FOR APPELLATE DIVISION USE ONLY: I hereby certify that this voucher is correct and just and payment is hereby
approved

AUTHORIZED SIGNATURE DATE

CERTIFIED FOR

PAYMENT
Verified |
OF THE ‘
Audited TOTAL FEE
AMOUNT

Special Approval By
(As Required)

Expenditure

Liquidation

Cost Center Code
Dept Cost Center Unit Var. |Yr

omﬁmmm_wu Line | e
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PRIMARY DAY: KINGS, QUEENS, RICHMOND

JESENNEY
Document Id:
Case Information:

Client Name:  Primary Day - 12/11/2007

# of Petitions: ¢

Start Time: 10:30 AM End Time: 7:00 PM

Attorney Name: M

Court:  Kings County Family Court

Total Hours:  7.17

Lunch Start: 1:20 PM Lunch End:2:40 PM

14 Sarah L. Krauss 12/11/2007
E27 Vv 07C 1 T[ansfe Francine Seiden 07/30/2007 X
rring
102 N........7 ¢ val 2 Paul H. Grosvenor _ 12/06/2007 X
14
rwever B C ado 11 Jane Pearl 10/19/2007 X
B ( Mo 11 Jane Pearl 7071972007 X
N 7 I es 4 Susan S. Danoff 12/06/2007 X
R [ [ es 4 Susan S. Danoff 12/06/2007 X
= — 14 Sarah L. Krauss 08/22/2007 X
Daocument Id: Page 2 of 2
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PRIMARY DAY: KINGS, QUEENS, RICHMOND

Warnings and Corrections

On the primary day voucher, the warnings detailed below may occur.

(1) The docket number you entered does not exist.

Correction:

° Check the docket number for accuracy.

° Check the docket number for a supplemental docket number.
° Check the assignment date.

(2) The attorney type is incorrect.

Correction:

All panel members are required to submit a Notice of Appearance. If the court has listed as a Law

Guardian and your client is the Adult, you must get this corrected by the Part or by the Clerk’s

office.

(3) Affirmation

In the event that you are submitting a voucher more that 45 days after disposition, you will be
required to submit an affirmation stating that no prior claim has been made or has payment been
received for the services rendered and explaining the reason for the delay.
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PRIMARY DAY: NASSAU

A UCS - Law Guardian - Open Voucher, - Microsoft Internet Explorer

New York State Unified Court System

File  Help |
News Case Information: he : __
VYoucher Court: Massau County Family Court Document ID:
Open > " .
VYouchers Add/Edit Client Case Information:
Reports and Client Name:  Primary Day Proceeding Type: |- OTHER v
Extract Primary Day: 03/19/2002 # of Selected Cases: 0
Eindﬂ'ct( ) Start Time: 03 End Time: '
onflict(s
PEEErEEE Lunch Start: ' Lunch End: : Phd (v
Search

Docket #: Calartad Nackatq( g )#:
[ > NI | Ochild (LG)  OAdult (188) _Add Dacket#b [+ = -~ =~
Rermowve Docket # |

Mo warnings for this voucher,

Submit and Print Youcher | Cancel |
LG Profile
Password
Log Out

14 start

3 UCS - Law Guardian -... c [lg.exe i3l Law Guardian Interne, .. : @8, W 11:57 AM

For instructions on completing your voucher, see pages 61 through 66.

Our office requires the primary day attorney to submit a voucher regardless of a number of
assignments received for that day.

In the event that you were not assigned any new matters on your primary day, you must submit a
paper voucher since the computer will not process a voucher indicating zero assignments.
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REPORTS AND EXTRACT

k=1 i Microsoft Internet Explorer:

File  Help

News WL | Department Questions | New Features
Voucher

Ope!
Vouchers . . : .
Melvina Spooner and Taneca Marksman will be out of the office, Thursday, July 3. If you need assistance, they will be available

Reports and on Monday, July 7
Extract

System Maintenance is scheduled for June 7, 2:00 a.m. - 4:00 pm. The system will be unavailable during this time.

Find
Conflict(s)
Appearance
Search

LG Profile
Password
Log Out

a Startl ) Novell GroupWise - Mailbox &7 UCS - Law Guardian - ... B VOUCHERtutor2.doc - Mi... \k:rg_, OS> 11:53aM

3 UCS - Law Guardian - Reports Menu - Microsoft Internet Explorer ===

New York State Unified Court Sy

File  Help

Newsr Select Report or Extract:
VYoucher E——
Open Attormney Assignment Report (Family Court)
¥Youchers Generate Activity Extract

Submitted “oucher Report
Reports and
Egtr:-act Un-*Youchered Dockets (Family Court)

Find
Conflict(s)
Appearance
Search

LG Profile
Password

Log Out Close

ii-startl %) Novell GroupWise - Mailbox | ] £]UCS - Law Guardian - ... YOUCHERtUtorz, doc - Mi... | \e,g,g (2B T 11:53aM

Click on the “Reports and Extract” button on the left. Click on the drop down menu. Select the
report you desire.

The following different reports are available online:
Attorney Assignment Report..............c.ooeviiiiiiiinn..o Page 76
Generate Activity EXtract..............cooiiiiiiiiiii Page 78
Submitted Voucher Report................ccooeiiiiiiinnn.. Page 81
Un-Vouchered Dockets............ccooiviiiiiiiiiinn. Page 84
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REPORTS AND EXTRACT: ATTORNEY ASSIGNMENT REPORT

Two Functions:
Function 1

UCS - Law Guardian - Reports Menu - Attorney Assignment Report - Microsoft Internet Explorer [ =] 59

New York State Unified Court System

File  Help

Newy Select Report or Extract: |Aﬂumeyl-\ss\gnment Feport (Family Cuurt)j

VYoucher

Open

Youchers

E:F:i::tts and Assignment Date: (From) lT/ 01 /2008 (To) l?f' lFf 2008

Find Docket =l N court | =1 |_search |

Conflict(s)

Appearance =

Search 42 C Lee Hand Elkins 01/02/2008 Er Law Guardian Kings County F.
22 C Mora L. Freeman 01/18/2008 Er Law Guardian Kings County F.
3z [ 7 Bryanne A, Hamil 01/25/2008 Er 188 Kings County F.
43 h 8 Susan 5. Danoff 01/31/2008 Er 188 Kings County F.
&0 C /084 Lee Hand Elkins 01/18/2008 Er Law Guardian Kings County F.
&0 C 084, Lee Hand Elkins 01/16/2008 Er Law Guardian Kings County F.
11 4k 8 Jeanette Ruiz 01/29/2008 Er 188 Kings County F.
11 4k 8 Jeanette Ruiz 01/29/2008 Er 188 Kings County F.
1z 2 C Lee Hand Elkins o1f22/2008 Er Guardian ad litern Kings County F—
12 2 h 7 Paul H. Grosvenaor 01/08/2008 Er Law Guardian Kings County F.
12 g n 7 Paul H. Grosvenor 01/08/2008 Er Law Guardian Kings County F.
32 Stk L UWnincbnin | A400 000 e s i e Cpumne =

LG Profile

Password

LUDT Print Preview Repaort | Close |

i#start| | [ wordPetfect 53 - [D... | £ Related Links - Micre. . | 4] Ucs - LawGuardian - ||@ ULS - Law Guardia... The actity Extract ... | (S E @ 4] 0@ @ B> v

Enter in Assignment Date (from) (to) a thirty-day date range in the boxes provided and click the
“Search” button. It will return family court assignments for that particular law guardian within that
specified thirty-day date range.

Function 2

2} UCS - Law Guardian - Reports Menu - Attorney Assignment Repork - Microsoft Internet Explorer

New York State Unified Court System

File  Help

Newy Select Report or Extract: |AﬂnrneyAss\gnment Report (Family Cnurt)LI
Youcher

Opel
Youchers

E:rrna::tts and Assignment Date: [From) fl .fl (Ta) / 4
Dockst O =] [ooooi -[as s court [Kings County Family Court = search |

Find
Conflict(s)
Appearance I
Search D- 18 Lee Hand Elkins 01/02/2008 E Law Guardian Kings County Family Court

LG Profile
Password

Log Out Print Preview Report | close |

d_-start| | [t wordperfect ><3.‘.| | Related Links - ... | @UCS-LawGuard.‘.”m B The Activity Ext... | ') Documentz - Mi... | \@g,auﬁge >E 40zrm
The Attorney Assignment Report will provide you with individual docket information.
Enter the docket information and the Court.
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REPORTS AND EXTRACT: GENERATE ACTIVITY EXTRACT

Screen Shot #1
_iglx]

New York State Unified Court £

File  Help

New Select Report or Extract: j
Voucher

Open
Vouchers

Reports and
Extpract Un~ouchered Dockets (Family Court)

Find
Conflict(s)
Appearance
Search

LG Profile
Password

Log Out Close

#)start| ) Hovell Groupwise - Maibox | {1 UCS - Law Guardian -... B ¥OUCHERtutorz.doc - Mi... [EZ2oa3aQ uwrm

Screen Shot #2

=loix|

Reports M

News Select Report or Extract: | Generate Activity Exiract =l

Voucher

Open ? Extract File Farmat
VYouchers

E:tpr?il:ts aud Document 1d: |

Find Activity Date Range: (From) ! i (To} ! i

Conflict(s)

A .

Sggs:':'ance & pctivity Date © Client Name © Document 1d Search
LG Profile

Password

Log QOut Close

1})5tart| ) Novel GmupW\sE—Ma\\hnxl JW B wOLICHERtUtor2. doc - Mi... |@§,§ﬁ% HEE :10pm
Click on the “Reports and Extract” button on the left. Click on the drop down menu. Select

“Generated Activity Extract”.

This report provides you with information regarding the actual time spent on each in-court and out-
of-court activity on a voucher.
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REPORTS AND EXTRACT: GENERATE ACTIVITY EXTRACT

UucCs - Law Guari Reports Menu - Law Guardian Extrac osoft Internet Explorer

New York State Unified Court System

File  Help |

New Select Report or Extract: IGenerate Activity Extract j
Youcher

Open ? Exdract File Format
VYouchers

Reports and Document Id: F

Extract
Activity Date Range: (From) | /1 ' (Ta) fl /
Appearance

search & Activity Date © Client Name ¢ Document Id Search

Find
Conflict{s)

LG Profile

Password

Log Out Close I

distart| | [y wordPerfect x3- [0... | & Related Links - Micro... | &7UCS - LawGuardian - ... [ &7 UCS - Law Guardia.. Document! - Microso. . | (G2l 2R BT ssim

Enter the document identification number and select search.
If you have the specific activity range, you can use those dates.

3 UCS - Law Guardian - Reports Menu - Law Guardian Extract - Microsoft Internet Explorer

New York State Unified Court System

File  Help |

New Select Report or Extract: | Generate Activity Extract =l

VYoucher

Open ? Extract File Farmat

Vouchers

E:g_‘;':ts emd) Docurnent Id:

Find Activity Date Range: (From) l—,f l—fl— (To} l—f I_f l—

[Conflict(s) |

gggscal:'ance & Activity Date © Client Name O Document Id Search
05/19/2008 H-Out of Court - All Other  06:45 PM  07:35 PM 0.ez2 $62.50 Post Dispositi
01/28/2008 M-In Court - All Other 02:30 PM 0455 PM 2.42 $181.25 Court appear:
01/24/2008 D-Phone/Correspondence 06:30 PM 07:25 PM 0,92 £68.75 call to client
01/10/2008 M-In Court - All Other 10:00 AM 12:00 PM 2.00 $150.00 In court confe
01/09/2008 H-Out of Court - All Other 07:30 PM 03:20 FM 0.83 £62.50 conference ca
12/28/2007 D-Phone/Correspondence 02:00 PM 02:50 PM 0.83 £62.50 Conference w
12/17/2007 MN-In Court - all Other 10:30 AM 12:30 PM 2.00 $150.00 argued suppre
12/10/2007 D-Phone/Correspondence 06:30 PM 07:20 PM 0.23 $62.50 Phone conver:
11/24/2007 E-Legal Drafting 06:20 PM  07:20 PM 1.00 £75.00 Legal drafting
11/23/2007 D-Phone/Correspondence 06:00 PM 06:30 PM 0.50 £37 .50 write currespc‘
e | : 3

LG Profile

Password

Log Out Download Extract Close I

d#start| | Fy wordPerfect x3- [0... | &1 Related Links - Micro... | &7UCS - LawGuardian - ... [ &7 UCS - Law Guardia... B Document: - Microso... | [E2@el3R0.E T assm

The Activity Extract Report provides you with a detailed activity timeline for the specified docket.
This report will help you with overlapping times.
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REPORTS AND EXTRACT: SUBMITTED VOUCHER REPORT

Z}UCS - Law Guardian - Reports Menu - Microsoft Internet Explorer _1oj %]

New York State Unified Court Sy

Fie  Help

New Select Report or Extract: j
Voucher
Open Attomey Assignment Report (Family Courd)
VYouchers Genn

Reports and
Extract

Find
Conflict{s)
Appearance
Search

LG Profile

Password

Log out _close |
d-stm' ) Novell Groupkwise - Mailbox | . TR . u €] UCS - Law Guardian - .. B8] YOUCHERkutor2.doc - Mi... \(:?,;g,g GRRBE 11:55mm

You may access these reports for vouchers that have been presented for payment.
Click on the “Reports and Extract” button on the left. Click on the drop down menu. Select
“Submitted Voucher Report™.

New York State Unified Court S

File  Help

Submitied Voucher Repart

New Select Report or Extract:
Voucher

Open
Youchers

Reports and Submitted Youcher Date: (From) l_,'l_,' (To) l_ fl_/

Extract

Find
Conflict(s) @ pppellate Processed O Check Date © Client Mame © Submitted Search

Appearance
Search

LG Profile

Password

Log Out Close
#/start| ) Nowell Groupiss - psibe | | €] UCS - Law Guardian - .. B8] YOUCHERkutor2.doc - Mi... \(:?,;g,g GRRBE 12142Pm

Enter the submitted voucher date range in the spaces provided. Click the “Search” button.
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REPORTS AND EXTRACT: SUBMITTED VOUCHER REPORT

ICS - Law Guardian - Reports Menu - Submitted Youcher Report - Microsoft Internet Explorer
New York State Unified Court System
Fie Hep |
Reports and Extract:

New Select Report or Extract: ISmeiﬁBd “oucher Report :I'

VYoucher

Open Report Options:

Vouchers

EBtIJU"CttS and Submitted Woucher Date: (Fram) |U5 ,-‘Im f|2005 (Ta) I fl /

xtra

Find I Sort By:

Conflict{s) & gppellate Processed € Check Date © Client Name ' Submitted Search |

Appearance

Search Client Name Submitted |Pending Approval Appellate Processed | Check Date
Primary Day - 09/06,/2006 IE :l' 11/01/2006 Pending Initial Court Review £10
Primary Day - 05/18/2006 10/26/2006 Pending Initial Court Review £20
1 T ’ 1 05/31/2007 Pending Initial Court Review 1t
Raguan Little 1 10/27/2006 Pending Initial Court Review £2(
Primary Day - 05/18/2006 10/26/2006 Pending Initial Court Review £2!
Primary Day - 08/02/2006 F :l' 10/27/2006 Pending Initial Court Review $1:
Primary Day - 07/05/2006 F j' 10/20/2006 Pending Initial Court Review £5¢
Primary Day - 05/18/2006 F j' 10/30/2006 Pending Initial Court Review $t
Primary Day - 09/06/2006 10/31/2006 Pending Initial Court Review £3
Roy Legions 1 10/27/2006 Pending Initial Court Review £1¢
4« | 2l

LG Profile

Password

Log Out Print Preview Report | Print Preview Youcher | Close |

& Startl ) Novell Groupise - Mailbox | &1t d I £7UCS - Law Guardian - ... | B YOUCHERkutar2.dac - M. . | |e|&y DRS®E 1251 M

This report will be a listing of all vouchers you have submitted for payment.

You have two options for viewing
1. You can view a specific thirty-day date range by entering the date information in the
“Submitted Voucher Date (From) and (To)” boxes.
2. You can view a year-to-current date range by entering the date information in the
“Submitted Voucher Date (From)” boxes.
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REPORTS AND EXTRACT: UN-VOUCHERED DOCKETS REPORT
Screen Shot #1

Fucs

File  Help

New Select Report or Extract: j

Voucher

Open Attorney Assignment Report (Family Court)

Youchers Generate Activity Extract
S

Reports and
Extract
Find
Conflict(s)
Appearance
Search

LG Profile
Password

Logout _Close |

Jf_‘startl ) Novell Grouphise - Mailbox | - _ | £7UCS - Law Guardian - ... WOUCHERtUkor2.doc - M., Bg, 2 OBB&E num

Screen Shot #2

/3 UCS - Law Guardian - Reports Menu - Un¥ouchered Dockets Report - Microsoft Internet Explorer i | =] 4

New York State Unified Court System

New Select Report or Extract: |Un-Vchhered Dockets (Family Court) j
Voucher
Open
VYouchers

Reports and|| | Date Filed Range: grom) [ [ 1/ oo [y Search

Extract

Find
Conflict(s)
Appearance
Search

LG Profile

Password

Log Out ﬂl

] 5tart| ) Novell Groupwiss - Mailbox | &) _ | £7UCS - Law Guardian - .. B YOUCHERtutor2. doc - M., |@a, WO R 103PM

This report provides you with information from the UCMS database regarding cases for which you
have not billed.

From the drop down menu, select the “Un-Vouchered Dockets” option. (Screen Shot #1)
Enter the Date Filed Range in the spaces provided, and click the “Search” button.
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Note: The date range is restricted to thirty days. (Screen Shot #2)
REPORTS AND EXTRACT: UN-VOUCHERED DOCKETS REPORT

S - Law Guardian - Reports Menu - UnYouchered Dockets Report - Microsoft Internet Explorer
New York State Unified Court System
File  Help
New Select Report or Extract: IUn—Vouchered Dockets (Family Court) j
Voucher
Open
Vouchers
Reports and Date Filed Range: (From) IF ;‘IT,-‘W (To) IF,IIF ;W ﬂl
Extract
Find =
Conflict({s) | e 14 M Neglect 05/04/2006
Apeate: e M1 Neglect 05/04/2006
C 2E 0- Order of Protection, Transfer Accepted. 05/02,/2006
C Wl Custody,Transfer Accepted. 05/02/2006
C Wl Custody,Transfer Accepted. 05/02/2006
C Wl Custody,Transfer Accepted. 05/02/2006
o r 54 8 MNA 1648 Extension of Supervision 0s/18/2006 [
+ 67 8 MM Meglect 05/30/2006
+ M Meglect 05/30/2006
C 9z 9 MM Meglect 05/01/2006
C M Meglect 05/01/2006
S o9 7 D- Juvenile Delinguency 05/01,/2006
C o9 7 0O- Order of Protection 05/02,/2006 _|
LG Profile
Password
LDIJT Print Preview Repart Close |

I ] Startl ) Movell Group'ise - Mailhox | @ 0 [ ||@ UCS - Law Guardian - ... @ YOUCHERKukor 2. doc - Mi... | |@g, # SO SeT Losem

This list contains the un-vouchered dockets for the date range you requested.

Once the docket has been added to a voucher, the docket is removed from the Un-Vouchered
Docket Report.

Note: Dockets may remain listed on here if they were previously billed on a paper voucher before
the online system was implemented.
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FIND CONFLICTS

- Dpen Youcher - Acl Screen - Microsoft Internet Explorer

New York State Unified Court ¢

Fie  Help |
Enter multiple out-of-court activities here. I[=]

e Total Hours:{0fC) 5.25 Hours{IfC) 2.75 Mileage: 0.0 Expenses: $0.00 Amount: $600.00

Voucher =

Open 07/23/20028 Phone/Correspondence 0.25 £12.75 Correspondence

Youchers X X

— 07/23/2002 Review Documents 0.25 £12.75 Received and rey

Reports and

Extract 07/09/2002 Client Interview/Meeting 0.50 £37.50 Meeting with clie Selact

Find 07/09/2002 In Court - &Il Other 075 $56.25 Court appearanc

Conflict{s) _ _ - o [2ddnew |

Appearance 1 | L4 %I

Search

The start and end time for Initial Appearance dated 06/19,/2008 overlaps with an activity on Docurmnent Id: 132542,
LG Profile The start and end time for In Court - &ll Cther dated 06/19/2008 overlaps with an activity on Documnent 1d: 132542,
“oucher was opened 70 day(s) after assignment. All future vouchers must be opened within 7 days of assignment.

Affirmation | Print Activity Sheet | OK I Cancel

#start| | @4 Microsoft word | Py wordPerfect 13 | &1Related tinks - icra.... | &7 ucs - Lawsuardian - .. |[ 7 UCs - Law Guardia.. | SR ] S @O & 1254Pm

Password
Log Out

o

If your voucher warnings indicate that you have an overlap with an activity, write down the
Document ID number(s), which indicate the Conflict Identification number(s).



FIND CONFLICTS

- Open Youcher -

New York State Unified Court System

Fie  Help |

Enter multiple out-of-court activities here. I[=]

e Total Hours:{0fC) 5.25 Hours{IfC) 2.75 Mileage: 0.0 Expenses: $0.00 Amount: $600.00
Voucher =
Open 07/23/20028 Phone/Correspondence 0.25 £12.75 Correspondence
Youchers X X
— 07/23/2002 Review Documents 0.25 £12.75 Received and rey
Reports and
Extract 07/09/2002 Client Interview/Meeting 0.50 £37.50 Meeting with clie Selact I
Find 07/09/2002 In Court - &Il Other 075 $56.25 Court appearanc
conflict(s) _ _ - _ILI _éctd ew |
Appearance 1 | L4 %I
Search

ﬂ

2

k.:/ Are you sure you want ko cancel the current task and start ConflictSearch?

ot _|

The start and end time for Initial Appearance dated 06/19,/2008 overlaps with an activity on Docurmnent Id: 132542,
LG Profile The start and end time for In Court - &ll Cther dated 06/19/2008 overlaps with an activity on Documnent 1d: 132542,

Password “oucher was opened 70 day(s) after assignment. All future vouchers must be opened within 7 days of assignment.

[LogiOut’ | Affirmation | Print Activity Sheet | OK I Cancel

o

#start| | @4 Microsoft word | Py wordPerfect 13 | &1Related tinks - icra.... | &7 ucs - Lawsuardian - .. |[ 7 UCs - Law Guardia.. | SR ] S @O & 1254Pm

Click on the “Find Conflicts” button on the left side of the screen.
Click “OK” in the box that appears.
On the next screen, enter the Document ID that is listed on your voucher.

Click the “Search” button and follow the “Conflict Search Results” instructions.
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FIND CONFLICTS

- ConflictSearch

Fie  Help |

Find Conflict(s) | GG LT e 1]
New
Rpuch = Find and Resolve Voucher conflicts:
Open Please enter a Documnent Id.
Vouchers If that docume " * olved conflicts, details about the conflicts will be returned,
I;Rell:wrl:tts and Docurnent Id:
xtra
_ Search |
Find
Conflict{s)
gppeaﬂ'ance Conflict Search Results:
eard One groupis) of vouchers matching the criteria entered have been found which contain conflicts.,

To resolve a conflict review the activity details in the list below, select the row containing the activity you wish to modify, and click

"Select”.
Select I

Conflict Group: 1 Overlapping activities.

Description Court

The start and end time for activity Initial Appearance dated 06/19/2002 averlaps with an activity on Document Id 137~ Rockland Cc

The start and end time for activity In Court - All Other dated 06/19/2008 overlaps with an activity on Document Id 1; Rockland Cc

21| | |
Select |

LG Profile
Password
Log Out

Eﬁstartl J 4 Microsoft Wword vI .4 wordPerfect X3 | @ Related Links - Micro... I @ UCS - LawGuardian - ... ||@ UCS - Law Guardia... |@ g e&u BB & 12:55rm

After you have entered the Document 1D, this screen will appear.
The Conflict Search Results box provides a description of the overlapping activities.

The Conflict Group/Overlapping Activities box contains the conflict individual activity entered, the
date, the Document ID, and the Court.

To see the entire description, scroll to the right.
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FIND CONFLICTS

/3 UCS - Law Guardian - Open Youcher - Activity Screen - Microsoft Internet Explorer

New York State Unified Court System
Fie  Help |
Client Case Inforigatign marmeaeiias Document Id: J
New Client Name: Pz Court: Rockland County Family Court  Proceeding Type: MM - NEGLECT
Voucher
_— # Of petitions: 4 File# . Disposition:
Open T
Vouchers Activities Charged: Enter multiple out-of-court activities here. I
Reports and Total Hours:{OfC) 3.75 Hours{IfC) 2.50 Mileage: 0.0 Expenses: $0.00 Amount: $468.75
Extract Hours O/C|Hours IfC|Mileage | Expenses | Amount Charged | Activity Summau
(F::;-'r?ﬂict(s) 08/06/2002 Review Documents $£37.50 Received and rey
Appearance 06/26/2008 Fact-Finding $£112.50 Perm. hearing,
Search 06/16/2002 Client Interview/Meeting £75.00 Meeting with clie Selact
06/12/2008 In Court - All Other 1.00 $75.00 court appearanc Add New
- i | ! 3 Delete |
Add/Edit Activity:
Activity: |A - Feview Documents 'l
Date: (05 7|27 7|2008 Start Time: |2 : IDD Fi =] Time Spent: ID J15  (hours:minutes)
Activity Summary;lrewew documents
Details: Amount Charged :$18.75  Activity Time: 2:00PM-2:15PM
LG Profile spply | _ Reset |
Password
— ‘Warnings:
Log Out | The start and end time for Review Documents dated 05/27/2008 overlaps with an activity on Document 1d;
vinnicher was nnenad 469 dawi st after assinnment Al fitrs vanchers minst he nnened within 7 davs of assinnment =
Eﬁstartl J 4 Microsoft Wwaord vI .4 wordPerfect X3

| &1Related tnks - icra.... | &7 ucs - Lawsuardian - .. |[ 7 UCs - Law Guardia.. | ® (e ] S @O & r0aeu

WARNING:

When entering the Document ID number, make sure you are aware of the document that has been

opened. The system will allow you to make changes on the document you are working on as well
as the conflict document.

To make the correction(s) to the voucher containing the overlapping activity, click on the “Open
Vouchers” button on the left side of the screen and select the appropriate voucher.

Highlight the activity that needs to be corrected.

Click “Select”.
Make your correction(s).

Click on “Apply”.

91



APPEARANCE
SEARCH



APPEARANCE SEARCH

ioix]
: New York State Unified Court Svstem
File  Help
Immiﬂ!!l I Appearance Search |
News
Voucher
SDEI'Ih Please enter a Docket Number and select a Court,
ouchers |
—_— Docket Number: INN = - -|07 ,fl Court: |Kings County Family Count x|
Reports and
Extract Search |
Find
Conflict{s)
Appearance wttorney type for docket NW-77""7 07 is Law Guardian.
Search
I 17 12/05/2007 2 leanette Ruiz Mot charged
I 17 12/13/2007 2 leanette Ruiz Mot charged
I 17 12/17/2007 8 Jeanette Ruiz Mot charged
I 17 0z/06/2008 8 Jeanette Ruiz Mot charged
I 17 05/08/2008 8 Jeanette Ruiz Mot charged
I a7 07/15/2008 8 Jeanette Ruiz Mot charged
I a7 07/28/2008 8 Jeanette Ruiz Mot charged
Select
LG Profile
Password
Log Out

& StartI J Lo wordpetfect 13 - [D. I @ Related Links - Micro... | @ UCS - LawGuardian - ... I @ UCS - Law Guardia... The Activiey Extract ... | |@§,a&_]\ﬁ ﬂ B.BE a13rM

Click on the “Appearance Search” button on the left side of the screen.
Enter your docket # or file # and click on the “Search” button.

This will open a new screen which provides you with a listing of Family Court appearances and
indicates if an appearance has been charged to a voucher.

Note: “Not Charged” does not necessarily mean that you have not billed for this docket. You may
have billed for this docket on a paper voucher before the online system was implemented.
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WARNINGS AND THRESHOLDS

Warning #1: Double Billing
Business Rule:
Ensure the payee has not already billed the UCS for the same hours and date.

Court Types:
All law guardian court types: Family, Supreme, Surrogate’s, and Appellate Division

Fatal:
Yes: The user is stopped from proceeding with the voucher.

Brief Description:

If the dates, start time, and end time of two or more activities entered on this voucher or on any
other voucher for this payee overlap, it is considered double billing. Activities include Primary
Day. Check for overlapping hours on all of this payee’s vouchers regardless of judicial department
and regardless of the voucher’s submission status.

Message:
The start and end time for (activity) dated (mm/dd/yyyy) overlaps with an activity on Document Id:
(voucher)."

Warning #2: Excessive Billing for In-Court Hours

Business Rule:

Ensure the payee is not billing UCS for more In-Court Hours than this department allows for any
one day.

Court Types:
All law guardian court types: Family, Supreme, Surrogate’s, and Appellate Division

Fatal:
No: It does not stop the user from proceeding with the voucher.

Notes:
Each Department will ultimately maintain the threshold for the non-fatal “Excessive Billing For In-
Court hours” warning in their department defaults. For now, we default each to 9 hours.

Brief Description:

Check all of this payee’s other vouchers, regardless of judicial department and regardless of the
voucher’s submission status, to see if the hours applied to in-court activities on the same appearance
date total more than the department’s maximum allowable in-court hours. For purposes of this
warning, Primary Day activities are considered In-Court Activities.
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Message:
Total # of hours for (appearance date mm/dd/yyyy) exceeds (department threshold).

Warning #3: Excessive Billing for In-Court and Out-of-Court Total Hours

Business Rule:

Ensure that the payee is not billing UCS for more Total Hours than this department allows for any
one day.

Court Types:
All law guardian court types: Family, Supreme, Surrogate’s, and Appellate Division

Fatal:
No: It does not stop the user from proceeding with the voucher.

Notes:

Each Department will ultimately maintain the threshold for the non-fatal “Excessive Billing For In-
Court and Out-of-Court Total Hours” warning in their department defaults. For now, we default
each to 12 hours.

Brief Description:

Check all of this payee’s other vouchers, regardless of judicial department and regardless of the
voucher’s submission status, to see if the hours applied to the same date total more than the
department’s total allowable hours.

Message:
Total # of hours for (appearance date mm/dd/yyyy) and (activity date mm/dd/yyyy) exceeds
(department threshold)

Warning #4: Total Amount Billed for In-court and Out-of-Court Hours

Business Rule:

An Attorney Affidavit of Extraordinary Circumstances and a Judge's Certification Statement are
required when the total dollar amount billed for in-court and out-of-court hours is more than x.
Compensation in excess of the limits established by Family Court Act § 245 and Judiciary Law § 35
shall not be approved absent a showing of extraordinary circumstances.

Court Types:
All law guardian court types: Family, Supreme, Surrogate’s, and Appellate Division

Fatal:
No: It does not stop the user from proceeding with the voucher.
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Notes:
This is currently a statewide threshold. Ultimately, each department will be able to maintain their
own threshold. Each department is defaulted to $4,400.

Brief Description:
Compare the payment amount for all hours listed on an individual voucher to the limit amount to
this warning’s threshold.

Message:
Total amount for this voucher is sum (rate*hours) for all in-court and out-of court activities, which
exceeds the limit (department threshold).

Warning #5: Voucher Submitted Before Case Disposed

Business Rule:

Cases must be disposed before a voucher for payment can be submitted. The exception is that when
a case is protracted the Appellate allows the payee to submit an interim voucher.

Court Types:
Only for the Family Courts

Fatal:
Yes: The user is stopped from proceeding with the voucher.

Notes:
This warning is not applied against interim vouchers. Call UCMS-Family to find out if a case is
disposed in Family Court.

Brief Description:
Compare the Family Court’s disposition date to the current date, e.g. the voucher submit date.

Message:
Submit this voucher because this case has not been disposed. If you wish to submit this as an
interim voucher, please contact your Appellate Department.

Warning #6: Voucher creation more than x day(s) after assignment
Business Rule:
This warning is designed to ensure that a voucher is submitted for payment in a timely manner.

Court Types:
Only Family court

Fatal:
No: It does not stop the user from proceeding with the voucher.

Notes:

Each Department will ultimately maintain the threshold for the non-fatal “days after assignment”
warning in their department defaults.
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This is only useful in Family Court cases at this time, since only Family Court cases can be
electronically accessed to obtain the date the law guardian was assigned. The department default of
24 Hours/1 Day was obtained from the appellate on 3/22/2006 (LB).

Brief Description:

This warning is similar to the Voucher Submitted More Than x Day(s) After Assignment Completion
warning used by the Third and Fourth Departments. However, instead of comparing the
disposition/relationship end date, this warning looks at when the docket was assigned to the law
guardian.

Message:
Voucher has been (x) days after the (assignment date)
X = (Voucher.Voucher Create Date - (latter of ucms.Docket.Petition File Date or

Ucms.EntityRelationship.Start_Date)

Warning #7: Holidays and Weekends

Business Rule:

Ensure that the voucher is submitted for dates only when that court is in session:
Family Court Out-of-Court Activities
Activity on a Saturday, Sunday, or Holiday produces a warning
Family Court In-Court Activities

Notes:

Activity on a Saturday, Sunday, or Holiday is not valid; however, when creating the voucher, the
law guardian will never be able to choose a non-valid appearance date for a Family Court in-court
activity, so there should be no need to double check in the warning module.

Non-family in-court or out-of-court activities activity on a Saturday, Sunday, or Holiday produce a
warning.

Court Types:
All law guardian court types: Family, Supreme, Surrogate’s, and Appellate Division

Fatal:
No: It does not stop the user from proceeding with the voucher.

Message:
The date entered for (activity) is (activity date), which is (observed holiday or Saturday or Sunday)

Warning #8: Receipted Expense
Business Rule:
If an expense is supported by a receipt, the receipt should accompany the voucher.

Court Types:
All law guardian court types: Family, Supreme, Surrogate’s, and Appellate Division

Fatal:
No: It does not stop the user from proceeding with the voucher.
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Brief Description:
Check the amount of each expense type activity individually against the threshold value. If the
amount is over the department threshold, then the warning message is received.

Message:
Receipt must be submitted with signed voucher. The processor will not batch this voucher until
receipt is received.

Warning #9: Client Interview Required
Business Rule:
A law guardian must include a client interview on every voucher.

Court Types:
All law guardian court types: Family, Supreme, Surrogate’s, and Appellate Division

Fatal:
No: It does not stop the user from proceeding with the voucher.

Brief Description:

Assure that when a law guardian submits a voucher there is an activity of type Client Interview on
the voucher. This rule does not apply to vouchers submitted by any other payee types such as
Expert Witnesses.

Message:
You have not entered an activity for Client Interview. You must get Appellate approval in order to
submit this voucher.

Note:

In addition to this message, the user will also receive an alert when the activity for Client Interview
is selected.

The alert: Please enter a location in the Summary Activity field for the Client Interview.
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