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Overview 

The ELECTRONIC VOUCHER PAYMENT SYSTEM (EVPS) has been created to allow OES vendors to 
electronically file a DC-40, LIST OF ALLOWANCES and/or General District Mediation Invoice.  
 
The ELECTRONIC VOUCHER PAYMENT SYSTEM - INTERPRETER/TRANSLATOR USER GUIDE is 
designed for use by translators within the Commonwealth of Virginia, interpreters will be added 
in late 2024. This guide is organized to give an overview of the system, with detailed 
instructions on how to complete functions using EVPS.  It is intended to serve both as a training 
guide for those who are learning to use the computerized system and as a resource guide for 
those who have completed training and need follow-up instruction or assistance with problem 
solving. 
 
EVPS is available 23/7; it is down for maintenance from 4:00 AM to 5:00 AM daily.  
 
EVPS is supported by most internet browsers, such as Google Chrome (Best), Microsoft Edge, 
Bing, and Firefox; however, Internet Explorer is not supported.  
 

Getting Help 

If the user does not get a satisfactory answer to their question or problem by reviewing this 
guide, which is also accessible through the Help icon located in the EVPS navigation bar, they 
should contact EVPS Support at evpssupport@vacourts.gov. 
 

mailto:evpssupport@vacourts.gov
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Registration (OES Identification Number) 

The Electronic Voucher Payment System can be found on the VA Courts website (vacourts.gov) 
under Online Services > Electronic Voucher Payment System (EVPS).    
 

 
 
On this page the user may click on the Electronic Voucher Payment System link and will then be 
taken to the registration/login page.  Additionally, the user has access to the 
INTERPRETER/TRANSLATOR USER GUIDE, as well as the Privacy Policy and Terms and Conditions of Use.  
 

 

http://www.vacourts.gov/
https://eapps.courts.state.va.us/dc40/landing
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In order to create a new account within EVPS, the user must already be an active OES (Office of 
the Executive Secretary) vendor receiving payments for DC-40 vouchers. If the user is not an 
OES vendor, then they must contact the OES Accounts Payable Department at 804-225-3346 to 
complete the documentation needed to become an OES vendor.   
 
To register/create a new account, the user will need to contact either their ƭƻŎŀƭ /ƭŜǊƪΩǎ hŦŦƛŎŜ 
or the Foreign Language Services Division (languages@vacourts.gov) to receive an OES (Office 
of the Executive Secretary) Identification Number.   
 
The OES Identification Number will expire in 48 hours. If the OES Identification Number expires 
before completing account registration, the user will need to receive a new OES Identification 
Number from either their local CƭŜǊƪΩǎ hŦŦƛŎŜ ƻǊ ǘƘŜ CƻǊŜƛƎƴ [ŀƴƎǳŀƎŜ {ŜǊǾƛŎŜǎ 5ƛǾƛǎƛƻn. 
 

1. The user will enter the Vendor F.I.N. or SSN (also referred to as E.I.N. or Tax ID Number), 
OES (Office of the Executive Secretary)  Identification Number and select the άSign Upέ 
button. 

 

 
 

bƻǘŜΥ ²ƘŜƴ ƎƛǾŜƴ ǘƘŜ h9{ LŘŜƴǘƛŦƛŎŀǘƛƻƴ bǳƳōŜǊΣ h9{ ƛǎ ǇŀǊǘ ƻŦ ǘƘŜ ƴǳƳōŜǊΦ CƻǊ 
ŜȄŀƳǇƭŜΣ h9{нопрсΣ ǘƘŜ ǳǎŜǊ ǿƛƭƭ ŜƴǘŜǊ h9{нопрс ŀǎ ǘƘŜƛǊ h9{ LŘŜƴǘƛŦƛŎŀǘƛƻƴ bǳƳōŜǊΦ  

mailto:languages@vacourts.gov
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2. The user will enter their email address and select the άGet Verification Codeέ button.  

 

 
 

3. An email will be sent to the user with a verification code. The email will be from 
noReply-EVPS@vacourts.gov. 
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4. ¢ƘŜ ǳǎŜǊ ǿƛƭƭ ŜƴǘŜǊ ǘƘŜƛǊ ǾŜǊƛŦƛŎŀǘƛƻƴ ŎƻŘŜ ŀƴŘ ǎŜƭŜŎǘ ǘƘŜ ά/ƻƴǘƛƴǳŜέ ōǳǘǘƻƴΦ 

 

 
 

5. ¢ƘŜ ǳǎŜǊ ǿƛƭƭ ŎǊŜŀǘŜ ŀƴ 9±t{ ǳǎŜǊ ƴŀƳŜ ŀƴŘ ŀƴ 9±t{ ǳǎŜǊ ǇŀǎǎǿƻǊŘΦ  

 

 
 

bƻǘŜΥ ¢ƘŜ ǳǎŜǊ ƴŀƳŜ Ŏŀƴƴƻǘ ōŜ ŎƘŀƴƎŜŘ ƛƴ ǘƘŜ ŦǳǘǳǊŜΦ  
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6. ¢ƘŜ ǳǎŜǊ ǿƛƭƭ ǎŜƭŜŎǘ ŀƴŘ ŀƴǎǿŜǊ ǘƘǊŜŜ ǎŜŎǳǊƛǘȅ ǉǳŜǎǘƛƻƴǎΦ  

 

 
 
Before registration is complete, the user will need to accept the Electronic Voucher Payment 
System Terms and Conditions of Use (End User License Agreement).  
 
Note: hƴŎŜ ǘƘŜ ǳǎŜǊΩǎ ŀŎŎƻǳƴǘ ƛǎ ŎǊŜŀǘŜŘΣ ŀƴ ŜƳŀƛƭ ǿƛƭƭ ōŜ ǎŜƴǘ ǿƛǘƘ ǘƘŜir OES Identification 
Number.  The user should retain this email for future reference.  
 
IMPORTANT: Translators - Please contact the Foreign Language Services Division 
(languages@vacourts.gov) after your account has been created, and provide your user name.  
EVPS Admin must set your user profile as a translator in order for correct voucher submission.  
 

How EVPS is Organized 

Accessing EVPS 

[ƻƎƎƛƴƎ ƛƴ ǘƻ 9±t{ ŦƻǊ ǘƘŜ CƛǊǎǘ ¢ƛƳŜ  

Once logged in, ǘƘŜ ǳǎŜǊΩǎ personal information and voucher preferences will need to be 
completed. This information may be edited for voucher purposes at any time, as 
necessary. 
 
Note:  The user has the option, as needed,  to add more vendors by selecting the Add New 
Voucher Preference + and/or delete vendors ōȅ ǎŜƭŜŎǘƛƴƎ ǘƘŜ ά·έ ƛƴ ǘƘŜ ǳǇǇŜǊ ǊƛƎƘǘ ŎƻǊƴŜǊΦ  
 

[ƻƎ ƛƴ ǘƻ 9±t{ 

Registered users will sign in using their username (not case sensitive) and password 
provided upon completion of the registration portion of the system. 

 

mailto:languages@vacourts.gov
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If you are a registered user and do not remember your username or password, please use 
the Forgot username? or Forgot password? to have your username or password emailed 
to you. For more details, please see the Forgot Username? and Forgot Password? sections 
within this user guide.  
 

Dashboard  

The dashboard includes all ƻŦ ǘƘŜ ǳǎŜǊΩǎ current vouchers with their reflected status.  
The user may click on any vendor invoice number, and the voucher details will appear for 
editing or review.  
 
The user will have the option to sort vouchers within a Court, by Vendor Invoice No., Submitted 
Date, Last Updated Date and Status.  
 

 
 
Vouchers will automatically be removed from the dashboard 30 days after their status has 
changed to Processed by OES.  Vouchers are never deleted in EVPS, the user will be able to use 
the search feature to search for any and all vouchers submitted through EVPS. For more details, 
see the Search section within this user guide.  
 
Note: The user may delete, recall or print the voucher from the dashboard. For more details, 
see the Delete Voucher, Recall Voucher and Print Voucher sections within this user guide. 
 

Navigation Bar 

The navigation bar is found on the right side of the home screen.  
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IƻƳŜ  

The Home icon will take the user to the home screen at any time.  When selecting this 
icon, the home screen will also be refreshed. 
 

{ǘŀǊǘ bŜǿ ±ƻǳŎƘŜǊ  

The plus icon will allow the user to start a new voucher. There are two options for the 
user, DC-40 ς List of Allowances or General District Mediation Invoice.  

 

 
 
For translators, please select the DC-40 ς List of Allowances option.  
 
If submitting a General District Mediation Invoice, please refer to the MEDIATOR USER GUIDE.  
 

   

{ŜŀǊŎƘ  

The Search icon will allow the user to search for cases based on any of the following 
criteria: 

¶ Court Type/Court Name 

¶ Vendor Invoice/Voucher No. 

¶ Case Number 

¶ Voucher Status 

¶ Trial/Service Date  

¶ Submitted Date from/to 

¶ Mediator Certification No. 

 

Additionally, the user may search by vendor invoice number on the home screen.  
 

 

https://www.vacourts.gov/online/evps/resourses/evps_mediatorusermanual.pdf
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IŜƭǇ  

The Help icon will provide access to the ELECTRONIC VOUCHER PAYMENT SYSTEM-  
INTERPRETER/TRANSLATOR USER GUIDE.  The user may also access the Frequently Asked 
Questions and read only versions of the DC-40 List of Allowances and its instructions, and 
the OES-DRS GDC Invoice.  If the user requires additional assistance, they should contact 
EVPS Support at evpssupport@vacourts.gov.  
 

{ŜǘǘƛƴƎǎ  

The Settings icon will allow the user to view or update any of the account information to 
include: 
 

¶ Personal Information  

¢ƘŜ ǳǎŜǊΩǎ personal information may be edited for voucher purposes at any time 
necessary.  The name entered here will be the name ǳǎŜŘ ŀǎ ǘƘŜ ǳǎŜǊΩǎ ŜƭŜŎǘǊƻƴƛŎ 
signature on the voucher.  All other information entered under Personal 
Information is not displayed on the voucher. 

 

¶ Change Password  

The user may change their password at any time.  
 

¶ Modify Security Questions  

The user may modify their security questions at any time.  
 

¶ Voucher Preferences  

o On the Voucher Preferences tab, the user may update, delete and/or 
add new vendors at any time.  The information entered here is 
displayed on the voucher and must match the Substitute W-9 on file 
with the OES Accounts Payable Department.  If this information is 
different than the Substitute W-9 on fiƭŜΣ ǘƘŜ ǳǎŜǊΩǎ ǾƻǳŎƘŜǊ ǿƛƭƭ ōŜ 
rejected by the OES Accounts Payable Department for mismatched 
information.  

 

mailto:evpssupport@vacourts.gov


ELECTRONIC VOUCHER PAYMENT SYSTEM (EVPS) 

Interpreter/Translator User Guide PAGE 10  

 

 
Office of the Executive Secretary Department of Judicial Services 

 Rev: 02/24 

 
Note: EVPS will not allow the user to change or add an EIN unless it is 
valid with the OES Accounts Payable Department.  

 
If updating vendor address or firm name in EVPS, a new Substitute W-

9 Form will need to be submitted to the OES Accounts Payable 
Department by fax, 804-786-0196 or mail to the Supreme Court of 
Virginia 100 North Ninth Street, 3rd Floor, Richmond VA 23219. For 
any questions, please contact the OES Accounts Payable Department 
at 804-225-3346. 

 

 Note: For those companies with multiple addresses, an optional, 
Suffix Number field may be completed under the Voucher Preferences 
section. Any questions regarding a suffix number, contact the OES 
Accounts Payable Department at 804-225-3346.  

 

o On the Mediation Certification tab, mediators have the ability to 
update and save their certification number to their user profile. This 
allows for a more convenient way to validate certification in the 
invoice filing process.  For more information on this section, please 
refer to the MEDIATOR USER GUIDE.  

 

[ƻƎƻǳǘ  

  The Logout icon will allow the user to securely log off EVPS.  
 

https://www.vacourts.gov/courtadmin/aoc/fiscal/w-9form.pdf
https://www.vacourts.gov/courtadmin/aoc/fiscal/w-9form.pdf
https://www.vacourts.gov/online/evps/resourses/evps_mediatorusermanual.pdf

















































