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Slide 1 
Slide notes:  
Text Captions: CM/ECF 
 Attorney Renewal  
Demonstration 
USDC - Middle District of Louisiana 
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Slide 2 
Slide notes: Navigation Instructions: You can fast forward or rewind the lesson by using the Playback Control bar at the bottom of the screen.  This 
module has closed captioning which you may turn on or off by clicking the CC button to the right of the Playback Control Bar. Click the Start button 
when you are ready to begin 
Text Captions: START 
Navigation Instructions: 
 
You can fast forward or rewind the lesson by using the Playback Control bar at the bottom of the screen. 
 
This module has Closed Captioning which you may turn on or off by clicking the CC button to the right of the Playback Control bar. 
 
Click the Start Button when you are ready to begin. 
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Slide 3 
Slide notes: The CM/ECF home page appears. In order to pay your attorney renewal fees, you will have to log in to the CM/ECF System by clicking 
on the yellow CM/ECF Log in button located on the left side of the screen. 
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Slide 4 

Slide notes: The Main CM/ECF page appears. In order to enter the system, click on the Log in to the Middle District of Louisiana - Document Filing 
System link located in the center of the page. 
 
Text Captions: Click the Login to the Middle District of Louisiana - Document FilingSystem link 
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Slide 5 
Slide notes: The CM/ECF Login page appears, if necessary scroll to the bottom of the page to enter your login information 
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Slide 6 
Slide notes:  
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Slide 7 
Slide notes: It is now time to login to the system. The login should be the attorney's bar roll number 
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Slide 8 
Slide notes: Once you have entered your login,  it is now time to enter your password. In the event, that a password has been lost or forgotten, you 
can change your password by clicking here. There is also an demonstration which can guide you through this process located on the CM/ECF 
homepage under the grey CM/ECF tab locted on the left side of the screen. From there you will choose demonstrations and then CM/ECF Password 
Change to view the video. 
Text Captions: 12345 
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Slide 9 
Slide notes: Once the password is located is can be entered 
Text Captions: 12345 
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Slide 10 
Slide notes: There is no need to enter any text into the client code field. Once all necessary fields are filled click Login to enter the CM/ECF sysytem. 
Text Captions: 12345 
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Slide 11 
Slide notes: The CM/ECF Main Menu Page Appears. 
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Slide 12 
Slide notes: From the CM/ECF Main Menu Screen, select Utilities located on the blue horizontal menu bar 
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Slide 13 

Slide notes: The Utilities Screen appears. This menu presents a list of events that can be electronically filed. From the list, click on Review Your Bar 
Information 
 
Text Captions: Click Review Your Bar Information. 
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Slide 14 
Slide notes: The Attorney Information Page Appears. This lists the attorney’s address, phone number, fax number and email address for verification. 
If any of the information is incorrect, there are two links which allow the attorney to correct the information on the spot. Below the address information, 
is a statement which informs the attorney through which date their fees are current. Once all of the information has been reviewed and corrected if 
necessary, Select  “Pay your $45 Triennial Dues 
Text Captions: Select $45 Triennial Dues. 
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Slide 15 
Slide notes: This brings up the available event which will be used to pay the dues. Select “Pay Attorney Annual Dues” from the list 
Text Captions: Select Pay Attorney Annual Dues  
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Slide 16 
Slide notes: Click Next 
Text Captions: Click Next  
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Slide 17 
Slide notes: This page allows the attorney to enter the case number in which the fee is to be paid. The case number 08-mc-1000 appears on the 
screen. Once the case number is entered, select “find this case” 
Text Captions: Select Find This Case 
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Slide 18 
Slide notes: Once the case is found, click Next 
Text Captions: Click Next  
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Slide 19 
Slide notes: Another screen will appear, simply click Next on this screen to proceed 
Text Captions: Click Next  
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Slide 20 

Slide notes: This screen includes an additional reminder concerning the court's need for current address information. If you have verified the 
information on a previous screen, you can proceed. If not, follow the instruction set forth in the message 
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Slide 21 
Slide notes: Click Next 
Text Captions: Click Next  
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Slide 22 

Slide notes: You are now prompted to acknowledge that the you have in fact reviewed the address information and to state whether the information 
was correct, or that you have corrected the information on a previous screen.  
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Slide 23 
Slide notes: select the appropriate radio button  
Text Captions: Select the appropriate radio button 
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Slide 24 
Slide notes: Click Next 
Text Captions: Click Next 
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Slide 25 
Slide notes: At this point, the attorney is ready to begin the credit card transaction. A note appears stating that “You Must complete the entire 
transaction to the Notice of electronic filing screen. The application will display a default amount for the renewal fee. This is the amount that will be 
charged to your credit card at the completion of the event. The amount cannot be modified. If you believe the amount to be incorrect, cancel the event 
by clicking on any main menu option and contact the court 
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Slide 26 
Slide notes: Click Next 
Text Captions: Click Next  
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Slide 27 
Slide notes: Once the filing fee has been accepted, a message will be displayed indicating the payment processing screen is being loaded. At this 
point, you will be redirected from CM/ECF to the Pay.gov Internet site for entry and approval of the charge of the renewal  fee to your credit card 
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Slide 28 
Slide notes: The next screen that appears is the payment information screen.  On this screen you will enter the appropriate credit card 
information. Follow the prompts on the screen to fill in the various pieces of information. Required fields are indicated with a red asterisk. You will 
move to a new field by clicking in the field. Pay special attention to the Note at the bottom of the page regarding the use of the browser's back button 
to avoid incomplete transactions 
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Slide 29 
Slide notes: Once all necessary credit card information has been entered, click the Continue with Plastic Card Payment button to submit the credit 
card information to Pay.gov 
Text Captions: Click Continue with Plastic Card Payment 
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Slide 30 

Slide notes: Once the credit card information has been entered, a payment summary screen is displayed. This screen provides an opportunity to 
review the Payment information you entered on the previous screen. Review the information for correctness. If changes need to be made, click the 
"Edit this Information" hyperlink, at the top left of the screen, this will take you back to the Payment information screen. You would then correct the 
necessary information, and then resubmit the Payment screen. On this screen you may also enter one or more email addresses in the Email 
Confirmation Receipt field. This will generate an email confirmation of the charge to your credit card.  
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Slide 31 
Slide notes:  
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Slide 32 
Slide notes: -  If all of the information is correct, click the authorization check box, indicated by the red asterisk 
Text Captions: Select I authorize a charge to my card account for the above amount in accordance with my card issuer agreement.   
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Slide 33 
Slide notes: Then click the submit payment button. Again, avoid use of the browser's back button if possible 
Text Captions: Click Submit Payment  
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Slide 34 
Slide notes:  Processing the charge to your credit card will take a minute, To avoid cancelling the charge or the possibility of duplicate charges, wait 
for the processing to be completed. 
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Slide 35 

Slide notes: You will know the process has been completed when the next screen appears. Remember to proceed forward in order to receive credit 
for the payment of the Triennial Dues by clicking next. 
 
Text Captions: Click Next  
NOTE: 
 
You MUST complete the entry in order to receive credit for payment of the Triennial Dues. 
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Slide 36 

Slide notes: The final docket text of the Attorney Renewal event is displayed. You may not edit the final docket text. The text will reflect the payment 
of the renewal fee as well as the credit card transaction receipt number, assigned by Pay.gov. At this point, the fee has been charges to your credit 
card and canceling the event will not reverse the charge. If for some reason you need to cancel this filing, you will need to contact the court to initiate 
a refund of the charge. When you click on the next button, you commit this event to CM/ECF and you can no longer use the back button to make 
corrections to this event.  
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Slide 37 
Slide notes: Click Next 
Text Captions: Click Next 
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Slide 38 

Slide notes: The Notice of Electronic filing is the final screen displayed. 
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Slide 39 

Slide notes: This concludes the module on how to pay the Attorney Renewal through the  CM/ECF system. This module will end momentarily. 
 
Text Captions: This concludes the module on how to pay the Attorney Renewal through the CM/ECF System. 
 
 
This Module will end momentarily. 

 

 


