
 
 
 
 

Step-by-Step Guide for submitting an Extraordinary Invoice on a Criminal Case  
for the NEW Attorney Extraordinary Billing Submission System 

 
1. Log in to your MyJAC portal. 
2. Click on “Attorney Billing Packet Submission.” 
3. Click on “Search a Case for New Billing Packet Submission.” 
4. Click the radio button to search either by Case Sequence Number or Defendant Name. 
5. Type your search information in the box. 
6. Click Search. 
7. Click on the blue case number that appears in Step 3. 
8. Click on “Submit a New Billing Packet for This Case.” 
9. Select Hourly/Final or Hourly/Interim from the drop down. 
10. Enter the Invoice Number and Disposition Date. If you have previously been paid a flat fee or are billing for 

travel expenses or reimbursement expenses, enter the dollar amount in the corresponding boxes. 
 

 
 

 
 



 

 
 

 
 

 



New process to add detailed hourly entries 
 
11. To enter your hours, select the radio button for either ‘In-Court’ or ‘Out-of-Court.’ 
12. The drop-down options for Service Type are different depending on your selection of ‘In-Court’ or ‘Out-of-

Court’ hours. 
13. Select the service type from the drop down, enter the service date, rate per hour, hours for the service, and 

the service description. Click Add Entry. 
14. Complete this step for each service entry you need to add. 
15. The service description box is limited to 200 characters. If you find your service descriptions are more than 

200 characters, you can upload an additional detailed hourly statement in the Miscellaneous Box before 
invoice submission to provide the necessary details. 

16. Note: It does not matter if you enter all of your ‘In-Court hours’ or ‘Out-of-Court hours’ in chronological 
order. The system will automatically organize the entries in chronological order for you. 

17. After you add a service, it will be listed below the “Add Entry” button in the Detailed Hourly Invoice 
section. If you need to edit the entry, you must remove it and then re-add it. 

18. The ‘In-Court’ and ‘Out-of-Court’ hours are calculated automatically and listed below the Detailed Hourly 
Invoice. These entries are automatically added to the JAC Invoice. This ensures an accurate calculation.  

 
 

 
 
 

 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



19. If your invoice includes multiple case numbers, check the box for multiple cases and add the case numbers. 
20. Complete the Multiple Court-Appointed Attorney and Attorney signature Certification steps. 
21. Add your signature. Note: Do not use initials. 
 
22. You can preview your invoice by clicking “Preview Draft JAC Invoice.” The draft invoice will be 

downloaded by your browser. (See Purple arrow below.) 
23. You can also save your billing as a ‘Draft Billing” to return to letter to complete the billing for submission. 

(See Green arrow below).  
 

 
 
 
24. The Disposition Document, Extraordinary Fee Explanatory Statement, and Court Docket are required 

documents to submit an extraordinary invoice. Choose each file from your computer to upload these 
documents to the MyJAC portal. 

 

 



25. Click the “JAC Online Billing Certification” button. A pop-up will appear with the Certification. 
26. Read the Certification information and click Agree. 
27. The “Submit Billing Packet” button will appear. Click the button. 
28. Once your invoice has been submitted, a pop-up will appear with the JAC Tracking Number. 
29. Thereafter, Click Okay. 
 

 
 
 

 
 
 

 
 

 
 
  



 
 
 
 
 

Step-by-Step Guide for submitting an Extraordinary Invoice on a Dependency/TPR Case  
for the NEW Attorney Extraordinary Billing Submission 

 
1. Log in to your MyJAC portal. 
2. Click on “Attorney Billing Packet Submission.” 
3. Click on “Search a Case for New Billing Packet Submission.” 
4. Click the radio button to search either by Case Sequence Number or Defendant Name. 
5. Type your search information in the box. 
6. Click Search. 
7. Click on the blue case number that appears in Step 3. 
8. Click on “Submit a New Billing Packet for This Case.” 
9. Select Hourly/Final or Hourly/Interim from the drop down. 
10. Enter the Invoice Number and Disposition Date. If you have previously been paid a flat fee, are billing for 

travel expenses or reimbursement expenses, enter the dollar amount in the corresponding boxes. 
 

 
 
 
 

 



 

 
 

 
 

 



11. If you are submitting an extraordinary invoice on a TPR case, you must complete the new TPR Certification 
section. You must select the radio button for EITHER “The Petition for Termination of Parental Rights was 
denied or dismissed” OR “The Petition for Termination of Parental Rights was granted.” If you select that 
the Petition was denied or dismissed, no other radio buttons will appear. If you select that the Petition was 
granted, then the remaining required information for the Certification will appear. Select the accurate 
remaining two radio buttons. 

 

 
 
 

 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 



New process to add detailed hourly entries 
 
12. To enter your hours, select the radio button for either ‘In-Court’ or ‘Out-of-Court.’ 
13. The drop-down options for Service Type are different depending on your selection of ‘In-Court’ or ‘Out-of-

Court’ hours 
14. Select the service type from the drop down, enter the service date, rate per hour, hours for the service, and 

the service description. Click Add Entry. 
15. Complete this step for each service. 
16. The service description box is limited to 200 characters. If you find your service descriptions are more than 

200 characters, you can upload an additional detailed hourly statement in the Miscellaneous box before 
invoice submission. 

17. Note: It does not matter if you enter all of your In-Court hours or Out-of-Court hours in chronological order. 
The system will automatically organize the entries in chronological order for you. 

18. After you add a service, it will be listed below the Add Entry button in the Detailed Hourly Invoice section. 
If you need to edit the entry, you must remove it and then re-add it. 

19. The ‘In-Court’ and ‘Out-of-Court’ hours are calculated automatically and listed below the Detailed Hourly 
Invoice. These entries are automatically added to the JAC Invoice. 

 
 

 
 
 
 

 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



20. If your invoice includes multiple case numbers, check the box for multiple cases and add the case numbers. 
21. Complete the Multiple Court-Appointed Attorney Certification step. 
 
 

 
 
 
22. If you are submitting the first invoice on the case, you MUST accurately enter the children’s information for 

the Title IV-E Form. Please ensure the name(s), date of birth(s), placement, and hearing information are 
accurate.  

23. If you are submitting an extraordinary invoice after you have already been paid the flat fee, you will be able 
to select the children already listed on the case. After clicking Select, you will update the Current Placement 
and Hearing Type by selecting the correct option from the drop down, and the Hearing Date by selecting the 
correct date using the pop-up calendar. 

 
 

 
 
 
24. After you have added a child, you can edit any of the information listed for the child. An edit and delete 

button will appear. Once you click edit, you will be able to edit the last name, first name, birth date, current 
placement, hearing type, and hearing date. After you have made your edits, click Update. 

25. Please ensure that all children required on the form are listed and all of the information is correct. Then click 
the check box to certify the information is accurate. 

 



 
 
 
26. Complete the Attorney signature Certification step. 
27. Add your signature. Note: Please do not use initials. 
 
28. You can preview your invoice by clicking “Preview Draft JAC Invoice.” The draft invoice will be 

downloaded by your browser. (Purple arrow) 
29. You can also save your billing as a draft to come back to later. (Green arrow). 
 
 

 
 
 
 
 
 
 
 



30. The Disposition Document, Extraordinary Fee Explanatory Statement, and Court Docket are required 
documents to submit an extraordinary invoice. Choose each file from your computer to upload the 
documents to the MyJAC portal. 

 

 
 
 
 
31. Click the “JAC Online Billing Certification” button. A pop-up will appear with the Certification. 
32. Read the Certification information and click Agree. 
33. The “Submit Billing Packet” button will appear. Click the button. 
34. Once your invoice has been submitted, a pop-up will appear with the JAC Tracking Number. 
35. Click Okay. 
 
 

 
 



 
 
 

 
 
 

 




