
CAC System Profile & Access 

1. User ID paperwork. 

 

Court Appointed Counsel Processing Unit Staff: 

 

Mike Henthorn (720) 625-5856 mike.henthorn@judicial.state.co.us 

Josie Danhauer (720) 625-5842 josie.danhauer@judicial.state.co.us 

 



New Appointments On and After   

January 1, 2016 
1. Log in to the CAC system through the Judicial Department’s website at 

https://www.its.courts.state.co.us/cac/.  

2. Enter Username and Password.  Click Submit. 

https://www.its.courts.state.co.us/cac/
https://www.its.courts.state.co.us/cac/


      Welcome screen (your “home” screen): 
 

Through this screen, you have access to W-9’s, direct deposit forms, Chief Justice Directive’s, 

SCAO contact names and other information, as well as the connection to your reports and 

billing. 

 



Submitting an Hourly Invoice 
1.  Select “Counsel Options” from the upper right-hand part of this screen. 



Hourly Invoices Continued… 
2.  Select “Request Hourly Payments by Appointment” and click “Submit”. 



Hourly Invoices Continued… 
3. Find the appropriate case and click on “Open Invoice”. 

4. Verify that the appointment is showing the correct State pay percentage. 



Hourly Invoices Continued… 

5.  Confirm information in the header (appointment type, start date, court location, and case 

number). 

6.  Enter the “Invoice Begin Date” and “Invoice End Date”, using the format of MM/DD/YYYY. 

 



Hourly Invoices Continued… 
7.  Enter your service date in the “Date of Service” box. 

8.  Select a “Service Type” from drop-down list. 

9.  Select a “Service Sub Type” from drop-down list. 

10.  Enter the number of hours, or units in the “Quantity” box.  This should include all hours spent on 

the case, not just the time spent on a particular party. 

11.  Click “Add Invoice Item”. 

12.  Repeat Steps 7 through 11 until you have entered all activity for the invoice period. 

 

 

 

 

Attorney Child Family Investigator  

(qty in hours) 



Hourly Invoices Continued… 
13.  Review all of your entries and check to ensure all amounts are calculating correctly. If a 

mistake has been made on this screen, simply select the incorrect entry and hit the delete 

button. 

14.  If everything is correct, click on “Invoice Pre-Submission” (either of them).   



15.  Confirm that the amount billed is correct and click on “Submit Invoice.” ** This is your last 

chance to change the information on your hourly bill!   Click “Return to Itemization” if you need 

to make adjustments to your invoice **  Once you hit submit invoice, you cannot make 

changes. 



16.  Make a note of the invoice # (shown in blue type) on your supporting documentation.  



Appointments Made Under OCR 

Prior to January 1, 2016 
1. Paper invoices – JDF 207 

https://www.courts.state.co.us/Forms/By_JDF.cfm.  

2. Itemized invoice must be attached. 

 

   

https://www.courts.state.co.us/Forms/By_JDF.cfm
https://www.courts.state.co.us/Forms/By_JDF.cfm


Court Costs Paid by the Local Court 
1. Cost of Subpoenas; 

2. Fees and expenses of witnesses; 

3. Service of process; 

4. Language Interpreters; 

5. Discovery costs (medical records, background 

checks, etc.).  

 

Invoices for these costs must be submitted to the District 

Administrator’s office for reimbursement.   

https://www.courts.state.co.us/Courts/District/Choose.cfm.  

https://www.courts.state.co.us/Courts/District/Choose.cfm
https://www.courts.state.co.us/Courts/District/Choose.cfm


 

Appointment Reports 
1. List All Appointments – Shows all open and closed hourly/contract appointments.  

2. List Open Appointments – Shows all open hourly/contract appointments. 

3. List Closed Appointments – Shows all hourly/contract appointments that have been 

closed. 

 



 

Appointment Reports Continued… 
1.  Request Unsubmitted Invoices Report – Shows all invoices you have started, but have 

not submitted. 

2.  Request Submitted Invoices Report – Shows all invoices that have been submitted and 

are awaiting either court approval or FSD approval. 

3.  Request COFRS Payment Report –Shows what invoices have been submitted for 

payment.  The paid date is when we submitted it to the accounting system.  

4.  Request Payment History Report by Case Number – This report will allow you to view all 

billing and itemizations, adjustments, credits, payments on a specific case. 

 


