
Pro Se Tutorial for Registering for E-filing for the U.S. District Court for the District of Columbia via PACER 
DO NOT register for electronic filing until AFTER your Motion for E-Filing privileges has been GRANTED 

If you have an existing PACER account: If you DO NOT have an existing PACER account: 
Step Action Step Action 

1 Go to PACER:  www.pacer.gov 1 Go to PACER:  www.pacer.gov 
2 Select Manage My Account 2 Select Register 

3 Log into PACER with an Upgraded PACER account. Not sure if
you have an Upgraded PACER account?  Click here for instructions 

3 Select Non-Attorneys (It is not necessary to use the Registration Wizard)

4 Select the Maintenance tab 4 Select Apply for Attorney Admissions and/or Register to E-File 
Now 

5 Select Non-Attorney E-File Registration 5 Complete the PACER registration form.  Select the User Type.  
Select Individual.  
Select Next 

file://ks.circ10.dcn/DFS_KC/USERS/Leigh%20Kinzer/!%20C%20drive%20old%20My%20Documents/CM_ECF/NextGen/www.pacer.gov
file://ks.circ10.dcn/DFS_KC/USERS/Leigh%20Kinzer/!%20C%20drive%20old%20My%20Documents/CM_ECF/NextGen/www.pacer.gov
file://ks.circ10.dcn/DFS_KC/USERS/Leigh%20Kinzer/!%20C%20drive%20old%20My%20Documents/CM_ECF/NextGen/www.pacer.gov
file://ks.circ10.dcn/DFS_KC/USERS/Leigh%20Kinzer/!%20C%20drive%20old%20My%20Documents/CM_ECF/NextGen/www.pacer.gov
http://www.ksd.uscourts.gov/upgrading-your-current-pacer-account/
http://www.ksd.uscourts.gov/upgrading-your-current-pacer-account/


 
**Skip to Step 10** 

  

 
  6 Create a Username and Password, and select Security Questions 

and then Next 
  7 Enter Payment Information if desired.  Please Note: this is 

optional -- you do not have to store a credit card with PACER. 

 
  8 Read and acknowledge the policies and procedures and click 

Submit 

 
  9 Click Continue to complete the Attorney Admissions and E-File 

Registration 

 
10 Complete all sections of the E-File Registration section and click Next. Select U.S. District Courts as the Court Type and District of Columbia 

District Court as the Court. In the Most Recent Case field you MUST enter this Court’s case number in which leave to e-file has been granted. 
Failure to do this will delay the processing of your request. 

11 Select U.S. District Courts from drop down list in Court Type box  
Select District of Columbia District Court from drop down list in Court box.  Click Next 
 

 

 

District of Columbia District Court 



12 Complete the Delivery Method and Formatting section of the form.  This is used for electronic notification in cases in which you are involved.  
Complete this section even if you will not be actively practicing in federal court.  Email address information comes from your existing 
PACER information.  Check the box to use a different email if desired.  Email Frequency and Email Format are required and are also used for 
electronic notice in cases in which you are involved.  In Email Frequency dropdown, Select Once Per Day for a daily summary notification or 
At The Time of Filing for individual notice. Select from the Email Format dropdown.  Select HTML unless you are having difficulty with your 
emails.  Select Next 

 
13 Set default payment information if desired (not required).  You can add a new credit card or ACH payment method or designate your existing 

card as the default method for filing fees by selecting the appropriate icons as shown in the images below.   

 
14 Check the two boxes in the E-Filing Terms of Use 

 



15 Select Submit.  The court will review your e-filing request for eligibility. You may be contacted for further information or to correct deficiencies if 
any exist. If your eligibility is confirmed, your account will be activated, and you will be able to file. 

 


