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United States District Court 
Northern District of West Virginia 

 
 

 

 

On July 19, 2021, the United States District Court for the Northern District of West Virginia upgraded 
to the next generation (NextGen) of CM/ECF. This upgrade provides a new attorney admissions and e‐ 
file registration module which allows attorneys to request admission to practice or file electronically. 
To take advantage of this new process, you must have an individual upgraded PACER account. (You 
cannot use a shared PACER account for this process.) If your individual PACER account was created 
prior to August 2014, you must first upgrade your account (see Upgrading Your PACER Account for 
instructions). 

 

 

STEP 1 Go to the PACER Service Center (PSC) site at https://pacer.uscourts.gov Click on the 
Manage Your Account link. 

 

 
STEP 2 Click the Manage My Account Login link. 

 

REQUESTING ATTORNEY ADMISSION 
AND E-FILE REGISTRATION IN PACER 

Requesting Attorney Admission and E-File Registration 

https://www.wvnd.uscourts.gov/sites/wvnd/files/upgrading-your-pacer-account.pdf


United States District Court 
Northern District of West Virginia 

Requesting Attorney Admission 
and E‐File Registration 

 

  2  
 

 
 

 

 
 
 

STEP 3 Click the Log in to Manage My Account link. 
 

 
 
 

 
STEP 4 Click the Maintenance tab. 
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STEP 5 Click the Attorney Admissions / E‐File Registration link. 
 

 

STEP 6 From the Court Type list, select U.S. District Courts. From the Court list, select West 
Virginia Northern District – NextGen. Click Next. 

 
 

STEP 7 On the “WHAT WOULD YOU LIKE TO APPLY/REGISTER FOR” screen, click the 
Attorney Admissions and E‐File link. 
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Complete all required fields for all five sections of the Attorney Admission screen. 
Please see the following pages for specific instructions for each section. 
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STEP 8 On the “Attorney Bar Information” section: 
 

Select one or both check boxes to indicate the federal or state courts to which you are 
admitted, if applicable. 

 

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. 

 

Attorney Bar Information 

1 

2 
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STEP 9 Enter the information for the attorney sponsoring you and/or moving for your admission. 
 

 

 

 
 

STEP 10 Respond to each question. If additional details are required, a text box will display. 
Acknowledge the admission fee or request a waiver for the fee. 

 

Sponsoring Attorney 

1 

999999 WEST VIRGINIA NORTHERN DISTR 

Court Attorney 

Attorney Information 
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STEP 11 Click Upload. 

 
 

a. Upload a PDF of your completed WVND “Certification of Eligibility 
for Admission” form. 

 
b. Upload a PDF of your completed WVND “ECF Registration Form”. 

 
 

STEP 12 Click Browse. 
 

 
 

STEP 13 Once the upload is complete, a dialog box will appear confirming the upload was 
successful. Click Done. 

 

 

Document Upload 
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NOTE: Be sure to review the Northern District of West Virginia’s Local Rule Gen. P 
83.01 on Attorney Admission. 

 

STEP 14 Answer all questions completely. Click Next. 
 

 

Additional Attorney Information Required by Court 

! 
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STEP 15 Answer all questions completely. Click Next. 

 
 
 
 
 
 
 
 
 
 
 

* * * * * A T T E N T I O N * * * * * 
 

The filer information provided in 
this section will appear on case 
docket sheets. Please provide your 
office mailing address, phone number 
and email address. 

 
 
 

COMPLETE ALL SECTIONS OF E-FILE REGISTRATION 
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STEP 16 Click Add Credit Card or Next. 

 

 
STEP 17 Enter the required payment information (if applicable). Click Submit. 

 

PAYMENT INFORMATION 
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2 

 

STEP 18 Select the appropriate boxes for “Autobill PACER fees”, “E‐filing fees default” and/or 
“Admissions fees default” . Click Next. 

 

 
 

STEP 19 Acknowledge the policies and procedures for attorney admission and attorney e‐filers by 
selecting all the checkboxes . 

 

 
 
 
 
 
 

1 

 
 

2 
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STEP 20 Click Submit. 

 

 
STEP 21 Click Done. 

 

 
The Northern District of West Virginia 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. 

 

! 
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