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Instructions and Guide on Title IV-E and TPR Certification Forms 
Improvements in MyJAC 

 
 
 

TITLE IV-E FORM and MyJAC Portal Improvement  
 

This improvement will allow Attorneys the ability to edit the children already 
listed on the case and will allow easier entry and/or editing of the children 
required for the Form. This will eliminate billing packets being entirely 
rejected and requiring resubmission. Given this, JAC will issue Audit 
Deficiency Notices for incorrect forms, instead of a Rejection Notice. This 
process will begin on April 7, 2026.  
 

 
 
Termination of Parental Rights (TPR) Certification Form and MyJAC 
Portal Improvement  
 

Submission of the TPR Certification form is required on all TPR cases that 
have reached final disposition, whether the TPR Petition was granted or 
dismissed/denied. Attorneys will now complete the TPR Certification during 
invoice submission, instead of uploading a separate document. This will 
eliminate the additional time and effort to upload a separate document. 
Moreover, this will ensure the required information is received during the 
billing process eliminating the need for an Audit Deficiency Notice. 
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1. Sign in to your MyJAC Portal.  
 

2. Click on Attorney Billing Packet Submission. 
 

3. Click Search a Case for New Billing Packet Submission. 
 

 
 

4. Search for the case using the sequence number or parent name. 
 

5. Click on the case number for the case. 
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6. To submit a new billing packet, click Submit a New Billing Packet for 
This Case. To respond to an Audit Deficiency Notice, click 
Amend/Adding Documents, or Responding on an Audit Deficiency to an 
Existing Billing Packet and select the JAC Tracking #. 

 



Page 4 of 8 

 

 

 

7. Enter the invoice number, disposition date, and flat fee. 
 

 
 

8. For the TPR Certification Form, you will 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 (See Screenshot A below). 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 
(See Screenshot B below). 
 

A. Screenshot A.  
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B. Screenshot B.  

 
9. Choose the radio button certifying you were the only Court-Appointed 

Attorney or select that there were multiple Court-Appointed Attorneys, if 
applicable.  

 
10. If you are submitting a new invoice for the first-year payment, you         

will enter the children’s information for the Title IV-E Form. 
 
11. If you are responding to an Audit Deficiency or submitting a 

subsequent year payment, 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. 
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12. For the Title-IV E Form, to edit a child's information, click Select next 
to the child's name. 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. Please review and ensure it is accurate 
to prevent an Audit Deficiency Notice.  

 

13. In the screenshots below, both Ben and Sam have been added to the 
Title IV-E form. After both children were added, the hearing date for 
both children was edited using the Edit button. 
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14. Please ensure that all children required on the form are listed and all 
the information is correct. Then click the check box to certify the 
information is accurate. 

 
15. Continue the billing packet submission by completing the signature 

block and uploading the Disposition Document from your computer 
folder(s). You can preview your draft JAC invoice by clicking Preview 
Draft JAC Invoice. This will download a draft copy of the billing packet 
to your computer. Here, you can review the Title IV-E Form and the 
TPR Certification to ensure that both are accurate. 

 

 

 
 

 

16. Click JAC Online Billing Certification. This will show a pop up for the 
JAC Online Billing Certification. Review the certification and click I 
Agree if everything is accurate and true. 

 
17. Click Submit Billing Packet to complete the billing packet submission 

process. 
 

 

 

 
 


