
Under the Civil menu, select the “Open a New Civil Case…” for the appropriate Division 

 
 

Click Next 

 
 

Click on the only event available, “Civil Case Request by Attorney” 

 



…then click “Next” 

 

Read the prompt, click on the procedures link if unfamiliar with the procedures, then verify you have 
read and understand the procedures by clicking the check box. 

 

Read the prompt provided, and click “Next” 

 

Read the prompt provided, and click “Next” 

 

Read the prompt provided, and click “Next” 

 

Enter short style of case and plaintiff and defendant names, then click “Next” 



 

Choose “Yes” at the next prompt if this is a Notice of Removal.  Otherwise, select “No”, then click “Next” 

 

If you select “Yes” for Notice of Removal, the following screen will appear.  Enter information and click 
“Next” 

 

Select appropriate choice, whether filing on behalf of the government or not, then click “Next” 



 

If “No”, the following three screens will appear, then you will be taken to pay.gov for payment 
processing. DO NOT CLICK THE BACK BUTTON ON YOUR BROWSER OR CLOSE YOUR BROWSER WHEN 
PAYMENT IS PROCESSED..DOCKETING OF THE NEW CASE SUBMISSION IS NOT COMPLETE AT THIS 
STAGE. 

Read the red text and click “Next” 

 

If “No” was selected regarding filing on behalf of the Government, the second screen will appear below, 
then pay.gov will prompt for payment.  DO NOT CLOSE THE BROWSER AFTER PAYMENT. 

 



Acknowledge the amount of the filing fee, then click “Next” 

 

PACER will prompt for you to login again.  This is normal.  Please click “Login” again to proceed. 



The payment screen for pay.gov will appear.  Enter all required information, then click “Next” 

 

Review and submit the payment. 
 
 

 

 



Attach all documents for case opening, using the prompt on the screen as a guide. 

 

Select the appropriate choice for jury demand, then click “Next” 

 

Enter any other notes or comments, then click “Next” 

 

Click “Next” again 

 

Enter any extra description for the docket text, then click “Next” 



 

Review the information provided, then click “Next”.  Until this step is 
completed, the case information has not been submitted. 

 

 

Click “Next” until the Notice of Electronic Filing (NEF) screen appears.  Unless the 
NEF screen appears, the transaction did not complete. 


