v/ £— CiTRIX

Interpreter

_’/S ShareFile Etectronic Voucher

Here at the Maine Judicial Branch we will be
using ShareFile to electronically submit
vouchers for performing interpreting services.

As an interpreter, you will receive an email to
create a ShareFile Account. Sign up using your
email and a password.

To submit an invoice, navigate to:
https://mainejudicialbranch.sharefile.com/

Uploading Your Invoice

To upload a completed invoice, you will need to place it
into the appropriate folder for the court at which you
performed services.

Submission
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Bob,

Welcome! You have been added to the account for Maine Judicial
Branch.

Message from Ryan

I've added you to my ShareFile account!

Activating your account will allow you to create your password

Username
bob@gmail.com
ShareFile URL

Activate Account

Need help? We're here for you,
Visit sharefile com/support and ook for “Start chat.”

After you have logged into

ShareFile, you will be brought to

the Dashboard. To find the

RB Hello Bob suestiesus

Recent Files Shortcuts
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interpreter folders, click Folders to

expand the drop-down.
Personal Folders
Shared Folders

Favorites

File Box

Recycle Bin

Click SharedFolders.



https://mainejudicialbranch.sharefile.com/

Interpreter Electronic
Voucher Submission

ashbon P~ Shared With Me In you shared folder, click the folder labeled
[ Foldern ' Interpreter Billing.

BB shared Folders r_ r
B In the Interpreter Billing
— illi «se Mofe Options , .
e folder, select District

Court or Superior Court,
wherever you are
submitting an invoice for.

A A file retention policy has been set for this folder, Al files stored here will be|

] select All

In the District and Superior Courts folders,
you will see a subfolder for each court.

Select the folder for the appropriate court)
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- Augusta District Court «++ mereoptions Once |n the correct court fO|deI’,
D Items A People
L & you can drag and drop your

invoice into the folder or use the
+ jcon and click Upload.

A A fite retention policy has been set for this folder. All files stored here will be deleted 14 day(s) after they areupload | =
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Once your file has been
uploaded, you are all set! If you
wish to track your payment, use

the vendor self-service portal.



