
How to Use eFile: 

Step 1: Registration 

 

 



 

Enter your account/profile 

information and Click 

“Create User”. 

Note: Write down your 

favorite food answer. This is 

required later if you forget your 

login information. 



 

 

 

 

Once you have successfully entered your account information, 

you will receive this confirmation page. Now, go to your e-mail 

account. 



 

 

 

This is what the confirming e-mail will look 

like. Click the noted link in the e-mail 

message to complete the process. You may 

need to check your junk folder if you don’t 

see the e-mail. 

Note: If you don’t receive a confirmation e-mail, 

please contact the Clerk’s Office. 



 

 

 

 

 

 

 

 

 

After clicking on the noted link in the e-mail, 

this page should be displayed in your 

browser. 



 

 

 

 

 

 

You are now ready to login in and start 

eFiling your documents.  

Note: Please note the timeout after 30 

minutes of inactivity. 



Step 2: File Upload 

 

 

Upon logging in, the File Upload page will be displayed. 

You can always get back to this page by clicking on the 

File Upload menu option. 

Note 1: Please note that if your transaction 

requires a filing fee, you must pay before 

uploading any files. 

Note 2: If the New Case has no Case Number, 

please follow this instruction. 



 

Enter the information, selecting the appropriate Case-Type 

and Document List options. Then use the Choose File 

button to navigate to the file that you wish to eFile. Only 

one file at a time can be uploaded (eFiled). Check the 

Bench Copy option if appropriate. 

Note 1: In Internet Explorer, it has a “Browse” 

instead of a “Choose File” button.  



 

Once you have navigated to your file and have selected it, 

click the Upload button to eFile your document and its 

associated information. 



 

 

 

You then have the option of eFiling another 

document associated with the current case 

or for a different case. 



 

For this example, we selected the Upload 

File for Same Case option. The case 

number, case title, and case type will be 

automatically filled in. 



Step 3. Check Your Case Status 

 

 

This page contains the details of each file eFiled, reflecting the current status. This 

page displays by default the last 20 files efiled by the user. Use the search 

features to find information not displayed initially. 

Note: Please note the different status 

codes. 



How To Change Your Password: 

 

 

 

 

 

 

 



How To Update Your Profile: 

 

 

Once finished with the changes, click the Update 

button. 



How To Retrieve Your Account Information: 

 

 

 



 

 

 

 

 

 

 

 

Enter your account information and then click the 

Submit button. 



 

 

 

 

 

 

 

 

This page will then be displayed. Make note of the 

temporary password and then click the Re-Login 

button. 



 

 

 

 

 

 

 

 

Enter your User Name and the temporary password 

and then click the Log In button. 



 

Enter the information – temporary password and 

new password, and then click the Change Password 

button. 


