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Introduction

The Conflict Criminal Defenders (CCD) Claims Portal allows attorneys to submit claims to CCD for
compensation according to CCD Policies and Procedures for assigned counsel. The Portal accepts
attorney claims for criminal cases. All claims are subject to review and approval by CCD staff. The Portal

is a replacement for the previous WebBill system. It contains all prior functionality and more with an

updated user interface and technology platform.

All claims are reviewed by CCD staff prior to processing. If there are any discrepancies or details which

need clarification, CCD will reach out to you and work with you to finalize the claim.

Getting Started

Log in to the CCD Claims Portal with your California Bar Association ID and your PIN number. Your PIN

number has been migrated from the previous WebBill system. If needed, contact CCD to be assigned a

PIN or retrieve a forgotten PIN.

The Attorney Claims home screen lists all draft claims in order by the last date the claim was saved.

From this screen, you can start a new claim. You may also edit, delete, or submit an existing claim.

Click Logout in the upper right hand corner of the screen to end your session. You can logout from the

home screen or the claim form screen.

WARNING: For security reasons the system times out after

twenty minutes of inactivity. Any claim

information entered after the timeout period cannot be saved. As you complete the claim form, click the

Save Draft button periodically to keep your session active. After a period of inactivity, please click
logout and log in to the system again before entering claim information. The form does allow data
entry even after a system timeout but the data will not be saved if the session has timed out.
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submit an existing claim.
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Online Assigned Attorney Claim Form

The online Assigned Attorney Claim Form is based on the legacy paper form. Click to expand or collapse
each section. Sections that are shaded red and include the word “Error” require information before you
can either save a draft or submit your claim (depending on the specific error). See Save Draft and
Submit to CCD for more information.

Once information is entered into a section, a summary of the information will display in the section
header. For example, the case number and client name will display next to Client Information once a
client is selected.

Welcome, Anderson! | Logout

U[\NIII(‘() Conflict Criminal Defenders Claims Portal

Assigned Attorney Claim Form

New Claim
Mote: This form will time out after 20 minutes. Please click "Save Draft" or "Submit to CCD" within that time to save your work.
Note: You must click "Save Draft" in order to establish a claim number prior to submitting to CCD.

Delete Draft || Submit to CCD || Retumn to Claim List Show All Sections

ATTORNEY INFORMATION ( . ANDERSON)

Attorney Name: Anderson -

County Vendor Number: : . .

SSN or Tax ID: 123456769 Click the section head_er to expa nd
Address: Attorney at Law, J Street, or collapse the section or click
Phone: 508- Show All Sections.

¢ CLIENT INFORMATION

» CLAIM INFORMATION

+ ITEMIZED ACTIVITY (IN COURT: 0.00, OUT OF COURT: 0.00)

» REVIEW AND REDACTION ACTIVITY ($0.00)

» ITEMIZED EXPENSES ($0.00)

» STATEMENT OF THE NATURE OF THE CASE, CASE STATUS, AND OTHER PERTINENT INFORMATION
» CALCULATIONS AND COST - SUMMARY ($0.00)

» FILES ATTACHED TO THE CLAIM (0)

» DECLARATION PURSUANT TO PENAL CODE SECTION 987

Delete Draft || Submit to CCD || Return to Claim List
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Save Draft
To save a claim as a draft, a client must be selected under Client Information. Other errors do not need

to be resolved to save the claim as a draft.

A Claim Number will generate once you select a case under Client Information and click Save Draft.

Clicking Save Draft also resets the system time out. When completing the claim form, remember to save
it periodically as a draft to prevent lost work due to a system time out.

Important: Itemized activities, review and redaction activities, expenses, and attachments can be added
on the screen, but they are not saved to the claim until the Save Draft or Submit to CCD button is

clicked.

Claim number generated once draft is successfully saved.

Claim Number: 160105994 1-1

Note: This form will time out after 20 minutes. Please click "Save Draft” or "Submit to CCD" within that time to save your work.

Draft saved successfully.

Assigned Attorney Claim Form

|Save Draft|| Delete Draft| [Submit to CCD|| Retum to Claim List| Show All Sections
» ATTORNEY INFORMATION (i ANDERSON) ]
You must select a client to save
Choose a client for this claim:
Case ] XREF Payment S Most Serious Witness
Number Client Name Number Class Minor? Charges Name
- -y -
- — —— - D Yes | PC166(a)(4)

Delete Draft
Click the Delete Draft button to discard the current claim form draft. You may also do this from the

home screen. Deleted drafts cannot be retrieved.

Submit to CCD

Before the system will allow you to submit a claim to CCD:

A client must be selected.

At least one line item of any kind must be entered under Itemized Activity, Review and

Redaction Activity, and/or Itemized Expenses.

A Statement of the Nature of the Case must be entered.

The Declaration must be completed including the Declarant’s full name and City, State.

All other errors must be resolved.

CCD Claims Portal User Guide
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Review the claim, print it using your browser’s print functionality, and retain the claim number for your
records before clicking Submit to CCD. Once the claim is submitted, it will not appear in the claims list on
the home screen.

If you click Submit to CCD from the home screen, and there are errors on the claim, then the claim will
open for you to correct the errors before submitting.

If you click Submit to CCD from the home screen, and there are no errors, the claim will be submitted.

Return to Claim List
To return to the Attorney Claims list home page, click Return to Claim List.

Assigned Attorney Claim Form
Claim Number: 1512027882-1

Note: This form will time out after 20 minutes Please cick "Save Draft” or "Sutmit to CCD™ withen thial time 10 Save your work

Save vl | Dulets O3] [Scbr 5 ¢¢c [Stow Al Sectioms
* ATTORNEY INFORMATION % " ANDERSON)

When you click Return to Claim List the following warning will appear.

Warning x

Warning: Any changes that exist since the last save
will be lost. Click Return to Claim List again to discard
changes and continue.

................

To discard any changes made since your last save, click OK and then click Return to Claims List again.
The warning message will not appear this time, and you will return to the Attorney Claims List home

page.

To save any changes made since your last save, click OK and then click Save Draft. Once the “Draft saved
successfully” text appears below the claim number click Return to Claims List. You will get the warning
message again. To proceed to the Attorney Claims List home page, click OK and then click Return to
Claims list again.
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Claim Number: 1505115604-1

Draft saved successfully.

|Save Draft|| Delete Draft| | Submit to CCD

| Return to Claim List

Claim Form Sections

Attorney Information

Attorney information is populated by CCD based on the login account. Contact CCD to make any

changes.

Client Information

The Clients assigned by CCD to the logged-in attorney are listed in the Client List. Click Select to associate
a case with the claim form. If the wrong case is selected, click Deselect and the Client List will reappear.
Contact CCD if the case or client does not appear in the Client List.

Note: If an attorney is representing the same client on multiple cases, each case will be listed separately.
Be sure to select the appropriate case number for the claim submitted.

* CLIENT INFORMATION - ERROR

A Client must be selected to save a claim, even as Draft
Choose a client Toe s Ciaim

Witness
Name

Case > XREF Payment Most Senous
Number s Number Class |Mimor? Charges
! Sdaa 207033 SMITH G340 ey

'»Ss‘o(l 208120 SMITH 6940 e

{Seled)
' [Selnct] | 208244 HROWN

Claim Information

For attorneys representing the same client on
multiple cases, each case is listed separately.
Select the appropriate case for the claim.

Date Accepted Case, Date From, Date To, and Date of Last Claim Submitted are populated automatically

from CCD’s database. If there are errors, please contact CCD.

CCD Claims Portal User Guide
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Review the four questions under the Claim Information section. The system default answer is ‘No’. If
‘Yes’ is selected for any of the first three questions, an error will appear. The associated text box must

be completed before submitting the form.

= CLAIM INFORMATION (S12r2018 . A1212015) - ERROR

Date Acceptad Case’ 0110007
Dote Froex: % 35 {The eartest gale DM a0 achinty, /e ant cxpanse ine Yems |
Date To: HM2201G [The Miest dane fooe ab actvly, (ewe and xpense ine foms |

I8 this the final clam o1 the 335000ted Cate?

es ®No

If you answer "Yes' to
one of the first three
questions, an error
will appear,

Date 2l claims fer the Mad case were B (e final)

Dae of Last Claim Scbawate. 05110015
Complete the text Have you received any payments from any other S0urces for tes case?
box to resolve the
error,

¥es ®No

If you. please explain

Co-Oefendants

Eives (N0

It yeu. please |ist names

Al leass one name /3 reQuired for clavn submission If 'Yes” s sefecred

Juvenlle Cases Ondy: IS 3 parentiguardian of the minor a victim in this case?

es "No

Itemized Activity
Activities are to be listed separately. Add corresponding attachments after an activity is added.

1) Click Add New Activity Item. A window will open to for you to record your activity.

~ ITEMIZED ACTIVITY (IN COURT: 0.00, OUT OF COURT: 0.00)

Itemized Activity:
The following itemized services were performed by the declarant. The time expended has been listed chronologically and in tenths of an

hour increments.

Activity Type ‘ Specific Activity ‘Date‘ Department | In Court(hours) | Outof Court (hours) | Attachment(s)

Itemized Activity Totals | 0.00 0.00

Add New Activity Item
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Itemized Activity

Rules for adding or editing an Activity ltem:
= An Activity Type must be selected.
= A Specific Activity must be entered.
+ A valid Date must be entered.
= If the Activity Type selected is "In-Court,” a Department must be entered.
+ Hours must be entered and must be a decimal number (a decimal point is allowed).
+ No more than 24 hours can be entered for any date (includes Activities and
Reviews/Redactions).

Activity Type (required)

[Select an Activity Type... v|Please choose another value.

Specific Activity (required)
Date (required)

L ]

Department

Hours (required)

Save & Add New Save & Close Cancel

Select an Activity Type from the list. This field is required.
Describe the specific activity in detail. This field is required.
Examples include: conference with client at jail, preparation of 995 motion, etc.

For client conferences please state where the conference took place.

Enter the date that the activity was performed. This is required.

decimal points are allowed, for example .2 or 1.3.

Enter Hours spent on activity. This field is required. The hours will be calculated as In Court or Out of
Court hours based on the Activity Type selected. Hours must be entered as numerical digits and

Note: No more than 24 hours of activity, including review and redaction, may be entered for any date.

6)

If “In Court Hours” are added, you must also list a Department.

Out of Court hours — all other time except that identified by CCD as non-billable.

http://www.ccd.saccounty.net/Pages/PoliciesProcedures.aspx

CCD Claims Portal User Guide

In Court hours — services performed while Court is in session either in court or in chambers.

Non-Billable services are defined in the CCD Policies and Procedures found here:

Click Save & Add New or Save & Close to add this item to the claim form. Save & Add New allows
you to save this activity and add another without closing and reopening the dialog.
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The system arranges the activities in chronological order based on the date selected.

Important: Itemized Activities are not saved to the claim until the Save Draft or Submit to CCD button is

clicked.

Click Save Draft to
save Itemized
Activities.

Assigned Attorney Claim Form

Claim Number: 1512027882-1

Note: This form will time out after 20 minutes. Please click "Save Draft" or "Submit to CCD" within that time to save your work.

Drart saved successfully.

—
[save Draft| |Delete Draft| [Submit to CCD | Retum to Claim List|
S —

* ATTORNEY INFORMATION ( - . ANDERSON)

» CLIENT INFORMATION (

- - —

Show All Sections

» CLAIM INFORMATION (12/14/2015 - 12/17/2015)
Activities are listed in
chronological order.

ITEMIZED ACTIVITY (IN COURT: 1.50, OUT OF COURT: 1.20)

Itemized Activity:
The following itemized services were performed by the declarant. The time
hour increments.

ended has been listed chronologically and in tenths of an

Activity - - In Court Out of Court Attachment
Specific Activ Date Department

Type P ity P (hours) (hours) (s)

- Conference with client Add
Edit| | Delete | | Out-of-Court at jail 12/14/2015 1.20 Attachment

- ) Add
Edit| | Delete | | In-Court Court Hearing 12117720158 | A 1.50 Attachment

Itemized Activity Totals | 1.50 1.20

Add New Activity ltem

CCD Claims Portal User Guide
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Add Attachments
Add attachments after the activity (or expense) is added to the list. Follow these instructions to add an

attachment in ltemized Activity, Review and Redaction Activity, and/or Itemized Expenses.

* ITEMIZED ACTIVITY (IN COURT: 0.00, OUT OF COURT: 3.00)

Itemized Activity:
The fallowing temized services were performed by the deciarant. The time expended has been listed chronoiogically and in lenths of an hour
Increments
Activity Type Specific Activity Date Department | In Court (hours) | Out of Court (hours) | Attschment{s)
[Edit] [Dwlete] | Out-of-Court | Preparation of 995 Mofion | 01052016 | 3 [Add Attachment|
itemized Activity Totals | D 0D 300
Add Naw Acteaty tam

1) Click Add Attachment in the far right column of the Itemized Activity or Expense list. The Attachment

dialog window will appear.

Attachment x

File Type (required)
[EETEETTE v|Piease choose another value.

File Description (required)

File to Upload (required)
Browsa..

Save & Add New Save & Close Cancel

2) Select the file type from the dropdown menu. This is required.

e Maximum Compensation Declaration

e Motion or Pleading

e Memo

e Receipt

e Miscellaneous documents

3) Add afile description. This is required.

4) Click Browse to select the document to upload. The system will accept any file type. This is required.

5) Click Save & Add New or Save & Close to add this file to the claim form. Save & Add New allows you
to save this attachment and add another without closing and reopening the dialog.
Important: Attachments are not saved to the claim until the Save Draft or Submit to CCD button is

clicked.
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Once the file is uploaded:

e Click Edit to change the type or description of the attached file.
e Click View to download the attached file.

e Click Delete to remove the file from the claim form.

e Click Add Attachment to include additional files.

* ITEMIZED ACTIVITY (IN COURT: 0,00, OUT OF COURT.: 3,00)

Itemized Activity:
The following Remized services were perormed by Ihe deciarant The time expended Nas been Isied chronoiogically and in t2nths of an hour
Increments
Activity in Count Out of Court
§ c Activil Date rtment Attach )
ype | PPecMeATMY s (hours) (hours) _——)
Mation docx (Motion/Pleading)
[Edd] [Detete| S;‘I,',?" preparanon o935 | ewnsiate 3 View) [Edi] | Delete
ltemized Activity Totals (000 300
[Add New Activity tem|

Review and Redaction Activity

Itemize record review, redaction, or jail tape review activities in this portion of the claim form. The
system will automatically calculate a subtotal amount based on input in this form. Once activities are
added to the list, attachments can be added.

1) Click Add New Review Item. The Review or Redaction Activity window will appear to log your

activity.

+ REVIEW AND REDACTION ACTIVITY (50.00)

itamized Activity:
The following temized services were performed by the geclarant. The time expended has boen ksied chronologicaly and in tenths of an hour Incremeants. Inclde
BOTH page numbers {Le, 1.50) and actual number of pages (1 € 60 paid at $1.00 per page of $15 .00 per howr, whichever s less

Activity Type l Description [ °j"| Page Numbers TotalPages | Hours |  Amount Attachment(s)
Review and Redacton Activity Total | S0 00

[ Now Revice ttum|
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2)

3)

4)

5)

6)

Review or Redaction Activity x

Rules for adking or ading & RevewRedaction tam
« A Review Type must be seiecled (cther than the defaull)
« A Dascnplon muat be entarsd
« A vadd Date must be antered
* [m ovder for an Amount fo be calculated, edher Tota! Pages ar Howrs [or both) musl be entered
= Tolsd Pages muast be @ whale number
* Hours must 08 nument byt can contan 3 decma’ ponf
« No more fran 24 hours can de entered for any dale {mciudes Actwites and
RevewsRedachons)

Review Type (required)
[ Select 8 Review Type Please choese another value.

Description (required)

Date (required)
Page Numbers
Total Pages
Hours

Amount
$0.00

Save & Add New Save & Close Cancel

Select review type from the dropdown list. This is required.
e Record Review
e Redaction
e Jail Tape Review

Type a description of the activity. This is required. For example, reviewing pages 1-25 of 200 pages
of discovery.

Enter the date that the review activity was performed. This is required.

For document review or redaction, enter page numbers reviewed. Page numbers can be a range,
e.g. 1-120.

Enter total pages and/or hours for the amount to be calculated.

e Total pages must be a whole number and a numerical digit, e.g. 25.

e Hours must be entered as numerical digits and decimal points are allowed, e.g., 0.2 or 1.3 hours.
o No more than 24 hours of activity, including review and redaction, may be entered for any date.
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For Record Review: Enter either the total pages or hours or both. At least one field is required, both are
recommended.

e Amount is based on either the current page rate or the hourly review rate.
e |f both total pages and hours are entered, the system displays the lesser amount.

For Redaction: Enter both the total pages and the hours. Both are required for the system to calculate
the amount.

e Amount is based on the current hourly redaction rate and page per hour benchmark.
For Jail Tape Review: Enter the number of hours spent reviewing tapes.
e The system will generate an amount based on the current hourly review rate.

Current rates can be found in the CCD Policy and Procedures.

7) Click Save & Add New or Save & Close to add this item to the claim form. Save & Add New allows
you to save this attachment and add another without closing and reopening the dialog.

The system lists review and redaction activities in chronological order.

Important: Review and Redaction Activities are not saved to the claim until the Save Draft or Submit to
CCD button is clicked.

See Add Attachments for instructions on adding files.

Note: If a paralegal performs review or redaction activities, review CCD Policy and Procedures for
attorney claim guidance. Log any attorney time spent briefing or de-briefing the paralegal in conjunction
with these activities in the Itemized Activity Section not in the Review and Redaction Activity section to
calculate the correct amount.

Find the CCD Policy and Procedures here: http://www.ccd.saccounty.net/Pages/PoliciesProcedures.aspx

Itemized Expenses
Add expense items and corresponding invoices or receipts to this section. To process the claim, CCD
must receive either the original or a scanned copy of any invoice(s) or receipt(s).

~ ITEMIZED EXPENSES ($0.00)

Itemized Expenses - Attach Original Invoice
The following monies were expended for necessary expenses.

Type | Date | Description Quantity | Times | Rate | Equals | Amount Attachment(s)

Expenses Total | $0.00

|Add New Expense ltem|
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1) Click Add New Expense Item. The Expense Activity window will appear to log your activity.

| Expense Activity x

Rides for adding or editng an Expanse lfem
+ An Expense Type must be selactad (othér than the delsull)
* A vald Dafe musé be antered

® Descn pion muat 09 enterad

Quanidly and Rate must be numerk: Decimal ponts are alowed If esfher ane & anleved, both
must be enfered
l + Amount 15 the product of Quanbly and Rate, ar can be enterad dreclly I enderad dvectly, it must

be numenc (decimal ailowed), and Quanhty and Rate wil be erased

Far Travel expanses, bresiast lunch, and dniner muat be Vsted separaialy

‘ » Scan and attach recaipis. or submit a hardoopy o CCOD

| Expense Type (required)
ST v|Picase choose another value

Date (required)

Description (required)

Rate (required)

|

v

: Quantity (required)
| s

|

Amount (required) (Quantity x Rate, or enter value)
8

Save & AdU New Save & Ciose Cancel

2) Select the expense type. This is required. The fields will change based on your selection.

3) Enter the date that the expense was incurred. This is required.

4) Type a detailed description of the expense, for some expense types this field is required.

5) Enter the expense amount.

For copies enter the quantity and authorized rate to calculate the amount. If amount is entered directly
then quantity and rate will reset. All three fields must have a numeric value.

For mileage enter the miles traveled and the County mileage rate in effect on the day mileage was
claimed. If amount is entered directly then miles and rate will reset. All three fields must have a numeric
value.

Enter meals as travel expenses. Meals must be entered as line items: breakfast, lunch, dinner.

For all other expense types, enter the claim amount. This field is required and must be numeric digit(s).
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6) Click Save & Add New or Save & Close to add review or redaction activity to claim form. Save & Add
New allows you to save this attachment and add another without closing and reopening the dialog.

Expense items are listed in chronological order.
Important: Expenses are not saved to the claim until the Save Draft or Submit to CCD button is clicked.

See Add Attachments for instructions on how to add scanned copies of invoices or receipts.

Statement of the Nature of the Case

A statement of the nature of the case is required in order to submit the online claim form. Reference the
CCD Policy and Procedures for more information on what to include in your statement:
http://www.ccd.saccounty.net/Pages/PoliciesProcedures.aspx

Calculations and Costs

This section provides a summary of billable hours, total expenses, and review and redaction fees. The
rate for billable hours is automatically populated based on the case selection made in Client Information
and CCD Policies and Procedures. Ensure that the total hours, rates, fees, etc., are correct before
submitting the claim. If the Portal does not allow for correction of a particular field, contact the CCD
office for guidance.

Files Attached to the Claim
Attach only general case files in this section of the claim. Attach files, invoices, or receipts associated
with a specific expense or activity to the appropriate previous section. See Add Attachments.

Declaration Pursuant to Penal Code Section 987
This section is required to submit the claim form to CCD.

e Enter City and State. This is required.

e Enter the full name of the Declarant. This is required.

e The date will automatically populate when the claim is saved and update when the claim is
submitted.
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