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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.



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 * ”. You’ll be
prompted that your Yiew request for an Expert Voucher has been succegsfully
submitted
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STEP 1(c) (continued through page 8) — in the case of DNA Expert Voucher request,
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click the “Submit Request Form” link.
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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 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:
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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.



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 *
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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.
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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”
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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 gl 00

Over Estimated Amount Letter: e YESE NO

Over Limit Letter: EC YESE NO
No attorney Letter: e YES [ NO
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STEP 5(a): Once completed, the Expert will hit the “Return to Attorney” button, which I
will send the voucher back to the Attorney’s “Current Vouchers” folder under the |
“Expert” sub-folder: |

R Web Voucher 3ystem - Microsoft Internet Explorer
File Edit “iew Havorites Tools Help

HBack v = - @I ‘at | @Search [%| Favarites @ | [}

Agdress I@ https: fdcsctestmt, dosc, gov/secureiwysviewyouchepdo

WEB YOUCHER HOME

EIJC COURTS HOME -

T UWHLOAD TOEXCEL DOWHLOAD TO PDE I

DISTRICT OF COLUMBIA COURTS I

5 CURRENT PRE APPROYED EXPERT ¥OUCHERS I
> Expert Select Manth/vear [ Select Manth 2] [Select vear =] DIBIESaIINHE T |

*»  Pending Vouchers v

»  Returned Wouchers Total records read: |2

—

*»  Paid Vouchers i

. Status Expert Youcher voucher # Case # Def.Last | Def.First Expert Expert r Status\ Days
»  Expert Services Date # Name Name type .
*»  Reconsideration Services o BRADLEY- RETURMN T !

. . 12/06/2006 | AX00000002165 10851240001 FELO7OY 32004 BUTLER CoNT QOTHER STARKES \ A'I'I'ORNEYI 1
»»  Enter Hearing Time GATLE
»  Upload System ROMAN ST TO

11/30/2006 | T=00000001773 CF3237272006 | HERRING RICH TRANSCRIPT 7

#*  Reports fanf 10979020001 THOMAS T, ATTORMNEY

»  Miscellaneous Records 1-2 of 2

¥ Mo Intent To Bill
> User Guide
* Switch Subsystem

* Logout

|g‘] javascript:viewCurrentExpertyouchers) l_ ’_ E |‘ Internet
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STEP 6: Once the attorney selects the Expert voucher that they want to submit,

. Following
that, the attorney will be prompted that their certification will trigger the Expert
voucher beiny sent to the Judge for final review/approval: (NOTE: the following
message will aopear: “Expert voucher: AX00000002165 was sent to the judge and the
voucher’s status changes to “SENT TO JUDGE”)

“JWeb Voucher Syttem - Microsoft Internet - =] x|

Fila  Edit ‘iew Favorizs Tools  Help ﬁ
smBack v = v @ ot | @Search (4] Favarites @ | %v =¥ |
Address I@ https:f{desckestn b dosc, gov) secure fwvsviewExpertyoucherDetails, do j @Go | Links > @ -
I T II II =
SIGNATURE: _ |ASCII ||D_ ||W ||W
DATE: 12/04/2006
0% |Condensed Pages ||D ||D.DD ||D.DD

Pre-Approval / Court Order

® LPPROVE © DENY Expert and Other services Estimated Cost Only

SIGMATURE OF JUDGE: IJohnSDn Ramsey v
[200 2500 500
ohre: [1z/04j2006 rours @ . i

Expenses 4 |0.00
Findncial inability of the persog = d Total Estimated Cost $IEDDDD

EXPLAN
This voucher will now be sent to Judge for Approval
TOTALCLAIM
for Investigative Services
Owver E
Y Cancel |
Crver Limit DNggr:
Mo attorney Letter: \ WVES WO
e ———
Services as stated abowve have been satisfactorily rendered Mumber of Transcript pages received ID
& ves O o *If zignature is for Transcript Services Only, It represents receipt of
the number of pages indicated above, Unless thare is a written
SIGHATURE OF ATTORNET: I DATE: notice to the conteary, a'Fte.r Fourte.en(lét) days services will be
deermed to have been satisfactorily rendered,
PAYMENT APPROVAL APPROVED 5 DEMIED & DATE AMOTNT
Signature of Judge/Mag.Judge: I I 4 |0.00
SIGHNATURE OF CHIEF JUDGE: I I 4 |0.00 =

SIGMATURE OF FINANCE

OFFICER FOR TRANSCRIPTS | | 4 |0.00
ONLY; [

|@ Done: I_I_E|¢ Inkernet
| e || Elirbox- ... | Blweb vo... | EMicrosof... |[&web vo... &Jweb vo... | ||Desktop ”|[REEEE 3%y 12:25PM

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.



