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Registration & eService Option 

 
Each attorney and secretary/ legal assistant must register separately. Attorneys may 
authorize legal secretaries or paralegals to file documents on his/her behalf by adding 
them as Delegates (see next page).  
 

 

 
 
NOTE:  Filing Location Time Zone is “Central United States” 
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To add a Delegate enter the User ID of the desired person and click Add.  The User ID 
will then be listed in the Delegate box. REMEMBER that the User ID must be correct.   
 
When the legal secretary or paralegal logs in and selects Submit  Filing, the first field is 
Filing Attorney.  He/she can select the appropriate attorney from the drop down 
window. 
 
Allow the clerk to modify:  Please note that you are authorizing the court clerk to 
modify “Fields”.  This simply means that if the filer has selected the incorrect field, for 
example number of copies or filing type, the clerk can modify to the correct field and 
NOT have to reject the filing. 
 
 
 
 
 
 
Continued next page 
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Complete text below: 
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Once you have registered you need to Log In into Your Account in order to 1) select an 

eService Option and 2) enter Delegates (if you did not do so in Registration). 
 
 

 
 

 
My Account  is the screen that appears after logging in.  Select Edit Account Information  
to add Delegates. 
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Billing Information 
 

You can pre-populate the billing information of your credit card. 
 

 
 
 
 
 
 
 
 
 

Continued on the next page. 
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eService 
 

eService allows the attorney to be served electronically when opposing counsel  eFiles 
documents.  eService is by email that contains a link to the filed document.  You can 
select either 1) Global eService, any cause or 2) by selected causes. 
 

 
 
 
 
 


