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Overview

The ELECTRONIC VOUCHER PAYMENT SYSTEM (EVPS) has been creates vemadomn
electronically file a D@0, LT oALLOWANCEENd/or General District Mediation Invoice.

The ELECTRONIC VOUCHER PAYMENT SXTHRRRETER/TRANSLAIBRER GUIDE is
designed for use bianslatorswithin the Commonwealth of Virginianterpreters 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 intendserte 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 follaw instruction or assistance with problem
solving.

EVPS is available 23i7is down fa 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 userdoes not get a satisfactognswer totheir question or problem by reviewing this
guide, which is also accessible through Hedpicon located in the EVPS navigation bar, they
should contact EVPS Supporeapssupport@vacourts.qov

Office of the Executive Secretary Department of Judicial Services
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Registration(OES Identification Number)

The Electronic Voucher Payment System can be found on the VA Courts welsite {(s.qoy
underOnline ServicesElectronic Voucher Payment System (EVPS).

VIRGINIA’S

JUDICIAL SYSTEM

Home > Online Services

Online Services

Pay Traffic Tickets and Other Offenses
Home Explains how, and provides links, to make online payments to a general district court for traf

Virginia's Court Syst
i i s Assistance with Protective Orders (I-CAN!)

Online Services I-CAN! is a free online program that provides assistance with the preparation of court forms

protective order.
Case Status and Information /

— ) Electronic Voucher Payment System (EVPS)
Court Administration ~ Online submission of the DC-40 (List of Allowances) by court-appointed counsel.

On this page the user may click on thectronic Voucher Payment Systénk and will then be
taken to the registration/login page. Additionally, the user has access to the
INTERPRETHRANSLATOBSIRGUIDE as well as th@rivacy Policgnd Terms and Conditions of Use

VIRGINIA’S
JUDICIAL SYSTEM

Home > Online Services > Electronic Voucher Payment System (EVPS)

Electronic Voucher Payment System (EVPS)

About ‘( {
The Electronic Voucher Payment Sys is for online submission of the DC-40 (List of Allowances) by
Virginia's Court System court-appointed counsel, court reporters, and mediators.
Online Services Courts Participating in EVPS

Case Status and Information Resources and Reference Materials
Court Administration * Attorney User Guide

e Court Reporter User Guide
Mediator User Guide

Privacy Policy.

Forms e Terms and Conditions of Use

Directories

Judicial Branch Agencies

Programs

Office of the Executive Secretary Department of Judicial Services
Rev:02/24
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In order to create a new account within EVPS, the user must already be an@Et8/¢Office of
the Executive Secretarygndor receiving payments for BID vouchers. If the user is not an
OES vendor, then they must contact the OES Accounts Payable Departmen2265&B1U6 to
complete the documentation needed to become an OES vendor.

To register/create a new account,dluser willneed to contaceither theirt 2 OF £ / £ SNJ Q& r
or the Foreign Language Services Dividmmages@vacourts.gpto receive an OE®ffice
of the Executive Seetary)ldentification Number.

The OES ldentification 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 fromeither theirlocal € SNJ Qa hFTFFAOS 2NJ GKS @2NBA3AYy [y

1. The user will enter the Vendor F.I.N. or 8o referred to as E.I.N. or Tax ID Numpber)
OES (Office of the Executive Secretddgntification Number andelectthe &Sign Up
button.

' B Electronic Voucher Payment System

Registered Customers/New Registration
Sign in here if you have previously created an account. For existing OES vendors - create a new accoun

Login Create a new account
Username Vendor F.LN. or SSN
Password VSB Member Number/OES Identification Number
er your Pa: ﬁ ter a valid v lember Ni r Identification Number
For non-attorney users, please contact a Clerk's office to obtain an OFS identificat b
) w & Reset Account
orgot username?  Forgot password?

Have verification code from your email?
Enter t ode that y

Track Claim status or continue with submission
Enter the Vendor

b2 @SKSy FAGSYy GKS h9{ LRSYUGAFAOIUGAZY bdzYoSNH
SEI YL S h9{wHonpcX (KS d ff SYGdSNJ ho{
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2. The user will enter their email address and selectdBet Verification Codebutton.

Electronic Voucher Payment Sy

New Registration

Start here to create an ac f you are an existing vendor

Vendor F.LLN. or SSN

(J show Vendor F.LN or SSN
OES Identification Number
OES10145

Email &=

Get Verification Code [Py

If there are any issues, please contact the court to get a new OES Identification number.

e

3. An enail will be sent to the user with a verification code. The email will be from
noReplyEVPS@vacourts.gov

Your EVPS Account Reset Request Form Has Been Received

noReply-EVPS®@vacourts.gov
To Kati Hanceck

Your EVPS Account Reset Request Form has been received.

‘You may begin your submission by completing the following steps:
1. Go to AN OR,

2. Enter your passcode 915953, then click Continue.
Be aware that the link and verification code contained in this email expires 10 minutes after its generation.
You will receive an email regarding your account after you have completed the EVPS user verification process.

Regards,
EVPS

This email was sent from a notification-only address that cannot accept incoming email. Please do not reply to this message.

FEELTFLTEEILSSELSAESAITASTRITLAS WAL EEZEE This message is sent from QA Test Server.And is only for testing purpose. Please disregard this message. Destination e-mail addresses have
been modified based on the configuration Actual Mail addresses included in the message are: To :khancock@vacourts.gov

Office of the Executive Secretary Department of Judicial Services
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Electronic Voucher Payment System

» Your vendor information has been successfully verified and an email has been sent with a verification code. X

New Registration

Start here to create an account if you are an existing vendor

Vendor F.I.N. or SSN

O Show Vendor F.N or SSN
OES Identification Number
OES10145

Email =

Get Verification Code

Verification Code

m/

If there are any issues, please contact the court to get a new OES Identification number.

5. ¢ KS dza SNJ g A fdza OWNBWHRSS Iyy 9+ { dza SNJ LI 4462 NRD

Electronic Voucher Payment System

* Required Fields
Complete User Registration
Welcome: \ please enter the following information to complete your EVPS registration.

@l *Please create your EVPS username: [ ] Usernames must be atleast 6 characters, startvith a lfter, should not exceed more than 17 characters and include only lefters and numbers.

Note: User names cannot be changed once created

ﬁ *Please enter your EVPS user password: [ ] Foryour security,all passwords must meet the following requirements:
@l *Ploase re-enter your EVPS user password: | They mustbe atleast 8 characters in lengih; and

They must not contain the user's account name; and

They must use at least 3 of the following 4 characteristics:
English upper case letters (A-Z)
English lower case letters (a-z)
Numbers (0-9)
Special characters (I@#8"%8&)

Users are required to change their passwords every 90 days
Passwords may not be re-used.

— TR

~ z o

b2 tSKEAENNVE yy2i 6S OKIFIYy3ISR Ay (KS 7FdzidzNE®
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Electronic Voucher Payment System

Select Security Questions and Answers

* Required Fields

sl Question 1: [ Select vl
ion 2: [ Select < ]
v

>
sl * Question 3: [ Select

N«

 — 5>t Cmie

Before registration is complete, the user will needatwept theElectronic Vouchd?ayment
System Terms and Conditions of Use (End User License Agreement)

Note: h yéé GKS dzasSNRa | 002 dzyd A a irOESldedtiicRiBn | y SYI A
Number. The user should retain this email for future reference.

IMPORTANTTranslatas - Pleasecontact the Foreign Language Services Division
(languages@vacourts.gdafter your account has been creatednd provide your user name.
EVPS Admin must set yourersprofile as a translator in order for correstouchersubmission.

How EVPS ®rganized

Accessing EVPS

[ 233Ay3 Ay (G2 9xt{ F2NJ GKS CANRGO ¢AYS

Once logged inj K S gersdridindormatiorand voucher preferencesill need to be

completed.This information may be edited for voucher purposes at any time, as
necessary.

Note: The user has the optigras neededjo addmore vendordoy selecing theAdd New
Voucher Preferenceand/or deletevendorso @ a4 St SOGAY 3 (GKS da- ¢ Ay 0

[ 230 8yt {

Registered users will sign in using thesername(not case sensitivgnd password
provided upon completion of the registration portion of the system.

Office of the Executive Secretary Department of Judicial Services
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If you are a registered es and do not remember yoursernameor password, please use
the Forgotusernamé or Forgot password® have youmusernameor password emailed
to you. For more details, please see thergotUsernamé and Forgot Password3ections
within this user guide

Dashboard

The dashboard includes &lF (i K SurrdeéivBUdERES with their reflected status.
The user may click on amgndor invoice numberand the voucher details will appear for
editing or review.

The user wi have the option to sort vouchers within a Court, by Vendor Invoice No., Submitted
Date, Last Updated Date and Status.

Electronic Voucher Payment System

Find by vendor invoiceno.  Q,

Vendor Invoice No. ¥ Submitted Date ¥ Last Updated Date ¥ Requested Amount Approved Amount Status P
161J - WHOVILLE COUNTY JDR COURT 3

710C - NORFOLK CIRCUIT COURT »

Home | Virginia's Court System | Privacy Policy | EVPS Resources | Procedures and Guidelines Manual | Frequently Asked Questions | Contact Us

Copyright © Office of the Executive Secretary, Supreme Court of Virginia, 2023. All Rights Reserved. Build Number: 5.1.0.80

Vouchers will automatically be removed from the dashboard 30 days after their status has
changed tdProcessed by OESouchers 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 theSeart section within thisuser guide

Note: The user may delete, recall or prite voucher from the dashboar@or more detalils,
seethe Delete VoucherRecall Voucheand Print Vouchersections within thisiser guide

Navigation Bar

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

) Electronic Voucher Payment System

Find by vendor invoice no. (o}

Office of the Executive Secretary Department of Judicial Services
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I2Yn

TheHomeicon will take the user to thbome screen at any time. When selecting this
icon,the homescreen will also be refshed.

{ G NI bS“tZdz()KSNJ

The plus icon will allow the user to start a new voucfiérere are two options for the
user,DCG40c¢ List of Allowancesr General District Mediation Invoice

(DC-4O - List of Allowances
General District Mediation Invoice

u

Status MV

For translators, please select tb540 ¢ List of Allowancesption.

If submitting a General District Mediation Invoice, please reféh&\VIEDIATORISERGUIDE

(s K

TheSearchcon will allow the user to search for cases based on any of the following
criteria:

1 Court Type/Court Name
Vendor Invoicf/oucher No.
CasdNumber

Voucher Status
Trial/Service Date
Submitted Date from/to
Mediator Certification No.

E N

Additionally, the user may search bgndor invoicenumber on the home screen.

Find by vendor invoice no. Q

Office of the Executive Secretary Department of Judicial Services
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|§n

TheHelpicon will provideaccess tathe ELECTRONVOUCHERAYMENSYSTEM
INTERPRETERANSLATOFRSERSUIDE The user may also access thequently Asked
Questionsand read only versions of tH2CG40 List of Allowanceand itsinstructions and
the OESDRS GDC Invoick the user requires additional assistance, they should contact
EVPS Support avpssupport@vacourts.gov

{éﬁﬂﬂaé

TheSettingsicon will allow the user t@iew or update any afhe account informatiorto
include:

M Personal Information

¢ KS dearSnaKirdormation may be edited for voucher purposes at any time
necessary.The name entered here will bihe namedza SR | & (1 KS dza SN a
signatureon the voucher. All other information entered undeersonal

Informationis not dsplayed on the voucher.

1 Changdlassword
The user may change their password at any time.

1 Modify Security Questions
The user may modify their security questions at any time.

1 Voucher Preferences

o On theVoucher Preferenceab, the user mayipdate, delete and/or
add new vendorst any time. The information entered here is
displayed on the vouchend must match th&ubstituteW-9 on file
with the OES Accounts Payable Department. If this information is
different than theSubstituteW-9 onff S (G KS dza SNRa @2 dzO0
rejected by the OES Accounts Payable Departrfeenhismatched
information.

Office of the Executive Secretary Department of Judicial Services
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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 nanmeEVPS3 newSubstitute W-

9 Form will need to be submitted to the OES Accounts Payable
Department by fax, 80486-0196 or mail to the Supreme Court of
Virginia 100 North Ninth Street, 3rd Floor, Richmond VA 23219. For
any questioms, please contact the OES Accounts Payable Department
at 804225-3346.

Note: For those companies with multiple addresses, an optional,
Suffix Numbefield may be completed under th#oucher Preferences
section. Any questions regarding a suffix number, contact the OES
Accounts Payable Department at 8025-3346.

o On theMediation Certificatiortab, mediators have the ability to
update and save therertification numberto their user profile. This
allows for a more convenient way to validate certification in the
invoice filing processFor more information on this section, please
refer to the MEDIATORISERGUIDE

[ 2 3 il

TheLogouticon will allow the user to securely log off EVPS.

Office of the Executive Secretary Department of Judicial Services
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