Request Admission for Attorney with PACER Account
The following instructions are for attorneys who are:  
1.  admitted to the State of Kansas or the Western District of Missouri and are in good standing if you are not admitted to one of these courts you are not eligible for full admission.  See section on pro hac vice admission.
2. have an existing Upgraded PACER account  If you don’t already have a PACER account, click here for instructions.  If your PACER account is not an Upgraded account click here for instructions
Refer to these instructions while completing the request for admission and electronic filing.

	Step
	Action

	1
	Go to PACER:  www.pacer.gov

	2
	Select Manage My Account [image: ]

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

	[bookmark: _GoBack]4
	Select the Maintenance tab
[image: ]

	5
	Select Attorney Admission/E-File Registration
[image: ]

	6
	Select U.S. District Courts from drop down list in Court Type box 

	7
	Select Kansas District Court from drop down list in Court box

	8
	Select the tab Attorney Admissions and E-File
[image: ]

	9
	Attorneys Admitted to the State of Kansas:  Select the State Bar Information check box and the +Add Button to enter admission information. 
[image: ]

	10
	Enter bar information from the State of Kansas:  Select Kansas from the drop down.  Enter your bar number issued by the State of Kansas.  Enter the date of your admission, if known.  Select the +Add button to save.  Continue adding other state courts or select Close when finished.
[image: ]

	11
	Attorneys Admitted to the Western District of Missouri:  Select the Federal Bar Information check box and the +Add button to enter information. 
[image: ]


	12
	Enter bar information from the Western District of Missouri:  Select Missouri Western from the drop down.  Enter the bar number you use in that court, if known.  Enter the date of your admission, if known.  Select the +Add button to save.  Continue adding other federal courts or select Close when finished.
[image: ]

	13
	Complete Sponsoring Attorney information.  Your sponsoring attorney must be admitted and in good standing with the State of Kansas or the Western District of Missouri.  NOTE:  attorneys attending the Joint Admission Ceremony are not required to have a sponsoring attorney

	14
	Complete all fields in the Attorney Information section
NOTE:  If you are not sure what type of cases your practice will involve or you won’t handle cases at all in your attorney career, select Civil
[image: C:\Users\Leigh Kinzer\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\NOOZPRI2\exclamation[1].jpg]All new admissions require a $176 fee.  The District of Kansas does not waive the admission fee for any attorneys (including federal government).  Select the top radio button.

	15
	Complete all fields in the Additional Attorney Information Required by Court section

	16
	Select Next

	17
	Complete the E-File Registration information 

	18
	Complete the Filer Information.  Address information comes from your existing PACER account.  Check the box to use a different address if desired.  Add additional phone numbers if desired.

	19
	Enter Additional Filer Information if desired (not required)

	20
	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.[image: ]

	21
	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 or admission fees by selecting the appropriate icons as shown in the image below.  Select Next[image: ]

	22
	Check the Acknowledgment of Policies and Procedures for Attorney Admissions box  [image: ]

	23
	Check the two boxes in the E-Filing Terms of Use
[image: ]

	24
	Select Submit.  The court will review your admission request and you will receive further instructions via email.
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