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Introduction 
In an effort to expedite and streamline the contractor billing process, OPD has implemented a new online billing system 

for contract attorneys to submit their monthly claims. This new system will expedite the payment of your claims. It will 

also allow you to begin entering your hours worked throughout the month instead of waiting for the 1st of the month 

when OPD emails out the summary claim form. You will have the ability to see the current status of your submitted 

claims. You will also be able to submit case status changes (i.e. close a case) using the new system. 

With the implementation of this new online billing system, very little is changing in terms of the documentation you are 

required to maintain and submit with your claims. You will still be required to maintain and submit detailed billing 

records. These detailed records will need to be scanned/attached to your online claim. You will no longer have to mail in 

any documentation to the regional offices or conflict office. The new system will replace the summary claim form that is 

emailed to you on the 1st of each month. 

Logging In 
To log into the new system for the first time, you will be sent an email that looks like the image below. Click on the 

‘Accept Invitation’ link in the email.  

 

This will take you to the Montana ePass login page. Click the ‘Login’ button shown below. 

 

The next page will prompt you to either login with an existing Montana ePass account or create a new one as shown 

below. If you have used ePass for other state services such as the File Transfer Service, you may use that account, 

otherwise create a new account. 
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Once you have logged in/created your account you should see the page below. There are two primary areas that you will 

use to manage your billing and cases with OPD. 

1. My Claims – This is the area where you will be able to create claims and enter your hours and other fees. 

2. My Case Update Requests – This is where you will be able to request that the status of a case be changed to 

Closed or Inactive.  

 

After you login to the site for the first time, you can navigate to https://opdclaims.mt.gov. We suggest that you 

bookmark this site for future reference. If you get a message saying you must be invited and do not see “My Claims” or 

“My Case Update Requests”, refer to the Help/FAQ section at the end of this document. 

My Claims 

Claim Creation 
This area will show all of your claims, their status, and amount. When you first login to the system, this area will be blank 

as you have not submitted any claims. To generate a new claim, click the ‘+ New’ button in the My Claims grid as shown 

below. You will need to create a claim for each Region and Conflict Type combination (i.e. if you have conflict cases in 

Region 1 and Region 2 and non-conflict cases only in Region 2, you would end up with 3 individual claims). 

https://opdclaims.mt.gov/
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Figure A below shows the new claim screen. There are three fields you must fill out in order to generate a claim, Region 

(1), Month of Service (2), and whether it is a conflict or non-conflict claim (3). 

Figure A 

 

Field 1 – Region: to select a Region, click the magnifying glass next to the field. A popup window will appear showing 

which regions are available for billing based on the cases you are assigned (see below). You may either double click the 

Region or single click it and then click the ‘Select’ button in the lower right of the popup window.
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Field 2 – Month of Service: to select a Month of Service, click the down arrow next to the field. A dropdown menu will 

appear showing which Months of Service are available for billing (see below). You have the ability to select any Month of 

Service that is within 45 days of the current date. If you select the current month you will be able to enter expenses, 

however, you will not be able to submit the claim until that Month of Service is complete (the first day of the next 

month). 

 

Field 3 – Conflict Type: to select a Conflict Type, click the down arrow next to the field. A dropdown menu will appear 

allowing you to select either Conflict or Non-Conflict. 

After entering in the required fields, you MUST click the ‘Save’ button in the lower right (#4 in Figure A above) in order 

to begin entering expenses. Once you save, you will not be able to edit fields 1 through 3. 

Entering Fees and Expenses 
Once you have created the claim, there are three primary areas or grids on the claim page, Hours, Expenses, and 

Attachments. 

Hours 
Only one claim line is necessary per case worked. Please sum all time worked by case for the month and enter the total 

into one claim line. Click the ‘+ New’ button to add a new claim line (shown below). 

 

Once you have added a new claim line, you can select a case to bill on in one of two ways. First, you can simply begin 

typing in the ‘Case’ field the client name, Court/Cause #, or the charge description. As you type, it will begin showing 

results (shown below). Simply click the case to select it. 
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The second option to select a case is to HOVER on the new claim line you just added and click the magnifying glass ( ) 

that appears to the far right of the case field/column (shown in image above). A popup window will appear with all of 

your billable cases (shown below). In this popup window, you can use the search box (1) to filter the results shown. With 

this search you can type a client name, charge, Court/Cause #, case type, or OPD Case # and press enter to search. You 

may also simply click a column header (2) to sort the list by that field. To select the case either double-click it or single 

click to select the correct row and then click the ‘Select’ button (3). NOTE: If you don’t see your case as an option, 

contact the Regional Office if non-conflict or the Conflict Office if the case is a conflict. 

 

Once you have selected a case click into the ‘Hours’ field and type the number of hours you would like to bill (see 

below). NOTE: you cannot click into the ‘Amount’ field as this is automatically calculated for you by the system based on 

OPD’s current hourly rate. 

 

Next you MUST click the ‘Save’ button in the upper right corner of the grid. After the save has completed, the amount 

field will be populated (see below). You do not need to save after each line entered. You may enter multiple lines and 

save them all at once, however, as a general practice saving often is recommended. Please note that the system will 

only allow you to enter ONE claim line per case. As such, all time spent on a particular case for the month should be 

consolidated and entered on one line. 
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Expenses 
Similar to entering Hours, click the ‘+ New’ button to add a new expense line. There are five different categories of 

expenses you can enter. Click the arrow in the ‘Expense Type’ field to see the options (shown below). Don’t forget that 

you must save in order for your work to be saved. 

 

 

Mileage 

When entering mileage charges you may enter a description of the travel (1). You are only allowed to type in the ‘Miles’ 

field (2) and not the ‘Amount’ field. The amount will automatically be calculated for you when you save based off of the 

State’s current mileage rate (3). Don’t forget that you must save in order for the amount to be calculated and for your 

work to be saved. You are also required to complete the OPD Travel Voucher form (LINK) and attach it to the claim (see 

Attachment section below for instructions on attaching files to your claim). 

 

Per Diem, Lodging, and Other Fees 

When entering Per Diem, Lodging or Other Fees, you must enter a description (1). You are only allowed to type in the 

‘Amount’ field as miles are not applicable to these expense types (2). You are also required to complete the OPD Travel 

Expense form (LINK) for Lodging/Per Diem and attach it to the claim (see Attachment section below for instructions on 

attaching files to your claim). Where applicable for ‘Other Fees’, make sure you attach the appropriate forms and 

documentation to the claim. 

 

http://opd.mt.gov/forms/msoffice/ContractorTravelForm.doc
http://opd.mt.gov/forms/msoffice/ContractorTravelForm.doc
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Office Supplies Stipend 

When entering the monthly Office Supplies Stipend, you will not be able to enter an amount. Simply select ‘Office 

Supplies Stipend’ as the expense type and click the Save button. The allowed amount will automatically populate upon 

saving (see below). NOTE: you are only allowed to bill for one office supplies stipend per month, regardless of the 

number of regions you work in. 

 

Attachments 
In this grid, you will attach all required documentation related to your claim (i.e. detailed supporting documentation for 

hours worked, Travel Expense Form). You must attach supporting documentation in order to submit your claim for 

payment processing. IMPORTANT – Please consolidate all detailed invoices and other supporting documentation into 

a single attachment. This expedites the review/approval process. You claim can be rejected/returned to you if you 

attach an excessive number of files. There is also a file size limit of 10MB and it is suggested that if you scan your 

detailed invoices to do so in Black and White to reduce the file size (See FAQ at the end of this document for more 

details. 

Similar to entering Hours and Expenses, click the ‘+ New’ button to add a new attachment. A window like the one shown 

below will appear, click ‘Choose File’ (1). A standard file attachment window will open where you can navigate to the file 

on your computer that you wish to attach. After selecting the file, you can add a comment (2) if you want describing 

what the document is. Lastly click submit and you will see the file appear in the Attachments grid (see below). 
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Claim Submission 
Once you have finished entering all hours, expenses, and supporting documentation, click the submit claim button at the 

top of the page (see below). NOTE: you are not allowed to submit a claim until the Month of Service is complete (i.e. 

June claim forms cannot be submitted until July 1st). 

 

Once you click submit, a popup window will appear with a claim submission checklist (see below). You can also add a 

comment about the submission. Once satisfied, click the submit button to submit your claim for payment processing. 
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Claim Printing 
If you would like to print a copy of your submitted claim, open the claim and click the ‘Print’ button in the upper right 

section of the screen (see below). Depending on what internet browser you use, you will either be prompted to save or 

open or it may just automatically download the pdf copy of your claim. 

 

General Claim Editing 
You are allowed to make changes to your claim as long as you have not submitted it for payment processing. 

To make edits to a claim form, open the claim by clicking the ‘My Claims’ section and then double-click the claim (see 

below). 

 

You will notice that all of the grids (Hours, Expenses, Attachments) have the same buttons in the upper right corner. If 

you make a mistake, you can either edit the appropriate field (hours, mileage, amount) or you can delete a row 

completely. To delete a row, select it by clicking the far left icon of the row (see 1 below) and then click the delete 

button (2). 
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Withdrawing a Claim 
Even if you have submitted a claim, you can withdraw it for editing as long as the payment processing has not started. 

To do so, open the claim you want to make changes to and click the withdraw button (see below) 

 

Viewing Claim Status 
To view the status of your claim, navigate to ‘My claims’ and look at the Status Reason column (shown below). Statuses 

are as follows: 

Draft – pending your submission to OPD. 

Submitted – pending OPD review. 

Approved – Claim has been approved and is pending payment. 

Returned – Claim has been returned to you and needs your attention. 

Processed – Payment has been made. 

 

Changes to Claim Amounts 
If an OPD employee makes any changes that affects the claim amount (i.e. reduce hours billed to a case, reduce 

mileage), they will make a note as to why the amount was changed. You should receive an email notification when 

changes are made to your claim as long as you have that option enabled on your account (See section relating to User 

Preferences). To view any changes made to your submitted claim, open the claim and you will see a section called 

‘Change History’, click it to expand the grid. You will then see any adjustments that have been made to that claim (see 

below). 
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My Case Update Requests 
The ‘My Case Update Requests’ area allows you to request status changes to cases (i.e. a case is complete and needs to 

be closed or a client went into warrant status and you need to have the case inactivated). To get to this area, click My 

Case Update Requests in the top area of the browser (shown below). 

 

Creating a Case Update Request 
Similar to creating a claim, click the ‘+ New’ button in the top bar of the grid. On the page that opens, complete all of the 

fields shown. NOTE: A closing form is REQUIRED in order to submit a case update request of Closed. If you didn’t receive 

a prepopulated form and would rather use the prepopulated form, you may contact the local regional office or Lynn 
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MacMillan (LMacMillan@mt.gov). You may also download the blank closing forms from the OPD web page 

http://opd.mt.gov/forms.asp.  

To attach the closing form to the case update request, click the folder icon on the ‘Closing Form Document’ line (shown 

below). Once all fields are populated, click submit. 

 

Viewing Claim Update Request Status 
Similar to viewing claim status, navigate to the My Case Update Requests area and the current status is shown (see 

below). The case status update is completed when the current status shows ‘Complete’ 

 

User Preferences 
The ‘My Case Update Requests’ area allows you to change your communication preferences. To get to the user 

preferences screen, click your name in the top area of your browser (1 in image below). You will then get the screen 

shown below. You are allowed to update your email address, claim processing and claim change notifications. Options 

are as follows: 

1) Email – this is the email address that all notifications from the new claims system will be sent. NOTE: This does 

not change your email address that you setup your State of Montana ePass account with nor does it change the 

email address that payment advice is sent (if you have elected to receive email payment advice). 

2) Notify me when claims are submitted, approved or returned – this option will set the claims system to send 

you an email when an approval action or rejection has taken place on your claim. 

3) Notify me when changes are made to my claim – this option will email you each time an OPD employee 

changes an amount on your claim (i.e. reduce billed hours, reduce mileage). 

mailto:LMacMillan@mt.gov
http://opd.mt.gov/forms.asp
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Help / FAQ 

A case I need to bill hours to doesn’t show up on the claim. What do I do? 
In order for a case to be available for billing, you must be involved on the case in OPD’s case management system. First, 

make sure that you are on the correct claim type when trying to select the case. If the case is a conflict case, be sure you 

are on the conflict claim form. If the case still isn’t available after verifying you are on the correct claim form, you will 

need to contact the appropriate OPD staff. For conflict cases, contact the Conflict Coordinators Office at (406) 444-9161. 

For non-conflict cases, contact the Regional Office (a directory can be found HERE). NOTE: Updates to case billing 

availability are done in a nightly process. If we have to associate/involve you to a case in our system, you have to wait 

until the next day for it to be available.  

When I attempt to submit my claim I get an error stating ‘You have pending changes. You must save…’ 
Be sure you have saved all changes in both the ‘Hours’ and ‘Expenses’ grids by clicking the save icon (1 in image below). 

You may also have a blank claim line that is preventing the submission. Check each grid and make sure there are no 

blank claim lines (shown in the image below). To remedy this, simply click the save icon (1) and it will remove any blank 

rows for you. 

 

I get an error and am unable to attach my detailed invoices due to file size or my claim has been 

returned to me for having too many attachments 
If you are attaching a PDF file and it is too large, make sure you are scanning it in black and white, not color or ‘auto’. 

Color PDFs are significantly larger in size than black and white. If your claim has been returned for having too many 

attachments and you don’t have software that can merge documents into a single PDF like Adobe ACROBAT (not to be 

confused with adobe reader), there is a free program called CutePDF Editor that will allow you to do this. If you are 

interested in the software, you can read more at https://www.cutepdf-editor.com/ . (Note: OPD does not 

support/troubleshoot the use of this program). 

My claim amount was changed, who do I contact? 
Before contacting OPD regarding any changes made to your claim, please login to the claims portal 

(http://opdclaims.mt.gov) and open the claim to the ‘Change History’ section (explained in this document HERE). Any 

changes to your claim require OPD staff to enter a note explaining the change. If you still have questions after viewing 

the change history notes, contact OPD at OPDClaims@mt.gov.  

http://www.mt.gov/govt/statedir/agency/publicdefender.mcpx
https://www.cutepdf-editor.com/
http://opdclaims.mt.gov/
mailto:OPDClaims@mt.gov
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Why have I not been paid? 
Before contacting OPD regarding the payment status of your claim, please login to the claims portal 

(http://opdclaims.mt.gov) and open the ‘My Claims’ page to view the status of your claim (explained in this document 

HERE). If you receive payment via EFT direct deposit and the claim status has been in the ‘Processed’ status for 2 

business days (may be longer depending on your bank’s processing times) and have not received payment, please 

contact OPD Accounting Staff (OPDAccounting@mt.gov). If you get a physical check mailed to you, please allow 5 

business days after the claim status shows ‘Processed’. 

I am having problems logging in 
You may reset your password or retrieve your ePass username HERE.  

After logging in for the first time using the link in the invitation email, you should be using http://opdclaims.mt.gov to 

access the site (you should bookmark this). If you have signed in and are not seeing the “My Claims” or “My Case Update 

Request Links”, make sure you ARE NOT clicking the login link that is in the FAR upper right hand corner of the window 

(this will log you into ePass and NOT directly into the billing system). Be sure you are clicking the ‘Login using ePass 

Montana’ button on the lower part of the page (see screenshot below). 

 

If you continue to have problems, you may contact OPD Staff at OPDClaims@mt.gov.  

http://opdclaims.mt.gov/
mailto:OPDAccounting@mt.gov
https://app.mt.gov/epass-idp/Authn/ForgotPassword/
http://opdclaims.mt.gov/
mailto:OPDClaims@mt.gov
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