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Requesting Attorney Admission in PACER 

 

The following instructions are for attorneys with existing upgraded PACER accounts. If you do not 
have an individual PACER account, click this link for instructions on creating an account. If you do 
not have an upgraded individual PACER Account, click on this link for instructions on how to 
upgrade your account. Once you have an upgraded individual PACER Account, follow the steps 
below to request filing access.  
   
STEP ACTION 

1  Open a web browser and navigate to www.pacer.gov.  Click on the Manage My 
Account link. 

 

 
 

2  Enter your PACER Username and Password.  Click Login. 

 
 

3  Select the Maintenance tab 

 
 

https://www.oked.uscourts.gov/sites/oked/files/New-PACER-Account_OKED_060719.pdf
https://www.oked.uscourts.gov/sites/oked/files/Upgrade-Current-PACER-Account_OKED_031419.pdf
http://www.pacer.gov/
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4  Select Attorney Admission/E-File Registration

 

5  From the Court Type list, select U.S. District Courts.  From the Court list, 
select Oklahoma Eastern District – NextGen.  Click Next. 

 
6  On the “What Would You Like to Apply/Register For?”  screen, click the 

Attorney Admissions and E‐File link. 

 
7  Complete all five sections of the Attorney Bar Information screen. 

 
• Select one or both check boxes to indicate the federal or state courts to which 

you are admitted, if applicable. 
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• Click +Add to select and add state and/or federal court(s) to which you are 
admitted, if they are not shown.  If you are currently admitted to another 
NextGen CM/ECF court, it is automatically listed by the system.  However, if you 
are also admitted to any CurrentGen CM/ECF court, you will need to manually 
enter this information. 

8  Sponsoring Attorney: (Optional) 

 
9  Enter your personal information and acknowledge the admission fee or request 

a waiver of fees. 

 
 

10  Click the Upload button to submit your Certificate of Good Standing.  The 
certificate should be scanned and converted into a PDF document. 

 
Click Browse to locate the saved PDF and upload the certificate.   
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Click Done after the PDF loads successfully. 

 
11  Additional Attorney Information Required by Court: 

You MUST answer all questions. 

 
 



OKED April 2019 Page 5 of 8 

 
After answering all the questions, click Next to continue. 

12  Complete the personal information on the E-File Registration (most sections 
will be auto populated by PACER. 
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13  Enter your email address, email frequency and email format.  Note that HTML 
is the preferred email format.  

 
14  Click Add Credit Card to enter payment information, if desired.  Providing a credit 

card is optional. If you would like to register without providing a credit card, click 
Next without entering any information on this screen.  
 
NOTE:  If you submit your registration request without providing credit card 
information, you will not be able to immediately access PACER.  You will 
receive an activation code by U.S. mail in 7-10 business days. 
 

 
 

15  If entering credit card information, complete the required fields and click 
Submit. 
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16  Select the appropriate boxes for “Autobill PACER fees”, “E-filing fees default” 

and/or “Admissions fees default”.  Click Next. 
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17 Check the Acknowledgment of Policies and Procedures for Attorney 
Admissions box and the two Attorney E-Filing Terms of Use 
acknowledgment boxes.  Click Submit. 
 

 

 
 

 

18 Click Done. 
 

 
 
The Court will review your admission request and provide you with further 
instructions via email, including a link to pay your admission fee online. 

 
IMPORTANT NOTE:  You will be required to pay your admission fee online using the link 
provided in the email.  Do not use the Make One‐Time PACER Fee Payment option on 
the Manage My Account link.  This option can only be used to pay your PACER bill. 

 


