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STEP 1:  The attorney should go to their “Expert Services” folder to request an Expert 
voucher. 
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STEP 1(a) – once you click on New Request, a list of all legal vouchers will appear in a 
listing.  Select the legal voucher (case) upon which the Expert voucher will be issued. 
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STEP 1(b) – fill in the required type/number of Expert vouchers you are requesting.  In 
the event of “Other”, you’ll need to specify the type.  Click on “Submit”.  You’ll be 
prompted that your new request for an Expert Voucher has been successfully 
submitted 

 
 

 
 



 4

 
STEP 1(c) (continued through page 8) – in the case of DNA Expert Voucher request, 
click the “Submit Request Form” link. 

 
 
 
 
 
 



 5

Once you click on the “Submit Request Form” link, you will redirected to the Order for Paternity Testing page.  
Here you will need to fill out all of the information denoted by red text; including the type of court ordered testing 
required (e.g. Out of State Resident – Putative Father, Incarcerated, Walk-In). Click on “Submit”.  You’ll be 
prompted that your order has been sent to the judge for pre-approval. 
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All DNA Request that have been submitted for pre-approval will be located in your DNA Request Status folder (notice 
the status says SENT TO JUDGE): 
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Once the Judge approves the DNA Request, it will show in your DNA Request Status folder with a status of 
APPROVED: 

 
 
At this phase, the APPROVED DNA Request will come to the DSB’s Approved DNA Request folder for the DSB to 
actually issue out the DNA Voucher.  NOTE  in the Attorney’s DNA Request Status folder, the status will show as 
ISSUED since the DSB has now issued your DNA Voucher. 
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The actual DNA Voucher that has been issued will be located in the Pre Approval Status folder.  Click on the Expert 
Voucher number to bring up the voucher, and click “SEND TO EXPERT” to forward it to the expert service provider. 

 

 
FROM THIS POINT, DNA EXPERT VOUCHER PROCESSING FOLLOWS THE SAME STEPS AS OTHER 

EXPERT VOUCHERS AS OUTLINED BELOW 
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STEP 2:  Once the voucher has been issued, the attorney must go into their Expert 
Services folder, click on “Vouchers Issued”, and select the expert voucher that was 
issued for the case.   
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STEP 2(a):  Complete the sections identifying the Judge, the Expert, and fill in the 
estimated cost (NOTE:  ALL expert vouchers require pre-approval EXCEPT 
investigator vouchers, which are subject to the provisions outlined below in A & B):  

A. If the estimated time on an investigator voucher is greater than 10 
hours, the attorney will hit the “Submit for pre-approval” button. This will send 
the voucher to Judge for pre-approval. 

 
B. If the estimated time on an investigator voucher is equal to or less 

than 10 hours, the attorney will hit the “Submit for pre-approval” button.  
However, in that it is at, or falls below the 10 hour threshold, the attorney will 
be prompted that the voucher does NOT require pre-authorization, and ask if 
they want to send it to the expert. Once the Attorney responds in the affirmative, 
this will send the voucher directly to the Expert (jump to STEP 5). 
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STEP 3:  In the event of a 2A situation (above), the Judge will review the request and 
either approves or denies the voucher, and returns it to the attorney. 

 
 
STEP 4:  If approved, the attorney should look in their Expert Services folder, under the 
Pre-Approval Status sub-folder to find the voucher. 
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STEP 4(a):  Select the pre-approved expert voucher you intend on working with, and 
then click on the “Send to Expert” button.  Once you do, you’ll notice the following 
message appear at the top of the voucher:  “Expert voucher: AX00000002165 was sent to 
expert.”  The vouchers status will now change to “SENT TO EXPERT”  
 

 
 

 
 
STEP 5:  The expert will then log in to the WVS, under their “Current Vouchers” 
folder, access the voucher was just sent them, and fill out the following segment of the 
voucher: 
 

EXPLANATION OF SERVICES AND CLAIMS

TOTAL CLAIM $ 0.00   
Over Estimated Amount Letter: YES NO  
Over Limit Letter: YES NO  
No attorney Letter: YES NO  

 
 

javascript:viewClaims()
javascript:createLetter('OEA')
javascript:createLetter('EOL')
javascript:createLetter('NA')
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STEP 5(a):  Once completed, the Expert will hit the “Return to Attorney” button, which 
will send the voucher back to the Attorney’s “Current Vouchers” folder under the 
“Expert” sub-folder: 
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STEP 6:  Once the attorney selects the Expert voucher that they want to submit, they 
will certify that the expert services have been satisfactorily rendered.  Following 
that, the attorney will be prompted that their certification will trigger the Expert 
voucher being sent to the Judge for final review/approval: (NOTE: the following 
message will appear:  “Expert voucher: AX00000002165 was sent to the judge” and the 
voucher’s status changes to “SENT TO JUDGE”) 
 

  
 
 
 
STEP 7:  The Judge will then access the WVS under his/her “Awaiting Decisions” folder 
in the “Expert” sub-folder to either approve or deny the voucher.   
 
STEP 8:  If approved, the Defender Services Branch of Finance takes action on the 
approved voucher and processes it for payment. 


