
 
 

How to Approve a Due Process Bill and complete a  

Title IV-E Children Reporting Form in MyJAC 

Beginning July 1, 2022, JAC is required to collect the information requested in the Title IV-E 

Children Reporting Form to process dependency due process vendor bills for payment.  This check 

list has been developed to assist the court-appointed dependency attorney with this new process.  

In order to approve a JAC Dependency Due Process Vendor bill: 

1. Login to MyJAC with your User ID and Password. 

2. Select Due Process Billing Packet Approval on the left side menu bar.  

 

3. Select the dependency case number.  

4. Add or edit the information under the Child Information for Title IV-E Purposes heading. 

The Child Information you enter should be the child/children of your client only. 
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5. Review the billing documentation carefully and check the box stating you have reviewed 

the documentation. 

6. Check the certification and complete the signature. 

 

7. Approve if all information submitted is true, complete, and accurate. If not, reject the bill. 

 


