
 
 
 
 
 
 
 

UNITED STATES DISTRICT COURT 
DISTRICT OF KANSAS 

Annual Attorney Renewal 
Instructions 

D. KAN. RULE 83.5.3 - REGISTRATION OF ATTORNEYS 
*If you do not have e-filing permissions, you must obtain those first. Instructions can be found here.*  

 

Prepare Your Information 
You will need: • Your PACER login information 

• A checking account, debit or credit card 
• Accurate billing address information 
• Your D. Kan. issued bar number 

Verify Your Contact Information  
1. Login to DKAN CM/ECF using your 
PACER login information. 

 

 
*You do not need a Client Code. 
 

2. Check the redaction agreement box 
and click continue. 

 

 
 

 

 

https://ksd.uscourts.gov/court-info/local-rules-and-orders
https://ecf.ksd.uscourts.gov/cgi-bin/ShowIndex.pl


 

3. Click on the Utilities tab. 
 

 
 

 
 

4. Click on Maintain Your Account.  

 
 

5. If you need to update any information, 
click on Edit Name and Address 
Information.  
 
**If your information is correct, proceed 
to step one of the Complete Annual 
Renewal & Pay Fee section.** 

 

 
 

5a. If you edit your information, a new  
window will open for PACER. You may 
need to enter your password and click 
Login. 

 

 
 

 

 



5b. Click on Maintenance and 
choose an option to update. 

• Update Personal 
Information (name 
changes) 

• Update Address 
Information (address 
and phone number) 

• Update E-File Email 
Noticing and Frequency 
(primary email address) 

 

 

 
 

NOTE: Secondary email 
addresses must be maintained in 
CM/ECF by clicking on Maintain 
Your Email. 

 

 
 

5c. Once you have confirmed your contact information, return to CM/ECF to complete the annual renewal and 
submit payment.  
 
Complete Annual Renewal & Pay Fee 
1. Click on the Civil tab. Click on 
Attorney Annual Dues.  

 

 
 

2. Click on Pay Attorney Annual 
Dues and click Next. 
*When you click on the event, the 
Selected Event field will auto-fill. 

 

 
 

  

 

 



3. Click Next.
*The case number hyperlink will
change each year to reflect the
current renewal period. Do not
click on that hyperlink; only
click Next whenever given the
option.
4. Click Next if you have already
verified your contact information
is correct. If you have not already
done so, please do so before
proceeding.

4a. Click Next. 

5. Select your desired status for 
the fee year by clicking on the 
radio button. Click Next.

• Active (full admission to 
practice)

• If you plan to choose any 
status other than active, 
please see D. Kan. Rule 
83.5.3(c) and contact 
Attorney Registration.

6. Type in your name and D. Kan.
bar number. Click Next.

https://ksd.uscourts.gov/court-info/local-rules-and-orders


 
7. Certify the listed statements, 
select the appropriate radio 
button and click Next. 
 
*The Court understands renewals 
may be filled out by assistants or 
paralegals.  

 

 
 

8. Certify the listed statements, 
select the appropriate radio 
button and click Next.  

 

 
 

9. Choose the appropriate radio 
button to note your other active 
bar registration(s) and click Next. 

 

 
 

10. Select the best option which 
describes your disciplinary 
status. Click Next.  

 

 
 

 
Intentionally blank. Please proceed to the next page. 

 
 



 
11. Certify CLE compliance in 
relevant courts by choosing the 
appropriate radio button. Click 
Next.  

 

 
 

12. Choose the appropriate 
radio button if you would like to 
be on the list to provide pro 
bono services when permitted. 
Click Next. 
 
*If you choose not to provide 
pro bono services, leave the 
buttons unchecked and click 
Next. 

 

 
 

14. Double check you are using 
the correct login to pay for the 
correct attorney. Click Next. 
 
*If you entered another 
attorney’s information, log out 
and start over with the correct 
login. 

 

 
 

15. Click Next. DO NOT stop 
after the payment screen.  

 

 
 

 
Intentionally blank. Please proceed to the next page. 

 
 



 
16. Enter your PACER password and 
click Login. 

 

 
 

17. Select the appropriate payment 
method and click Next. 

 

 
 
 

18. Double check the payment 
method, payment details, the listed 
address, and the email(s) that 
should receive a digital receipt. 
Check the box to authorize the 
payment. Click Submit.  

 

 
 

19. Click Next.  

 
 

 



20. Double check the 
docket text to make 
sure all the information 
is accurate. Click Next. 

 

 
 

21. DO NOT PRESS THE 
BACK BUTTON OR EXIT 
OUT OF THE BROWSER 
UNTIL YOU SEE THE 
NOTICE OF 
ELECTRONIC FILING. 

 

 
 

 
*Note: You will receive a digital receipt via email after the transaction is complete. You may also print the 
Notice of Electronic Filing as a receipt as well by printing to PDF. Attorney bar cards should be received by 
September 1st. If you do not receive a card by that date, please call Attorney Registration at the contact 
information listed below. Until you receive your updated bar card, any current, state-issued bar card will 
allow attorney privileges in any of our courthouse locations. 
 

 
 

Questions? Call or Email Attorney Registration: (913)735-2229 or 
KSD_Attorney_Registration@ksd.uscourts.gov 

 

Payment Problems? Email: KSD_Refunds@ksd.uscourts.gov 
Please include your Pay.gov receipt. 

 


