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REGISTERING FOR E-FILING 
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This document will guide you through the process of creating an account at PACER.gov and 
requesting e-filing privileges with the U.S. District Court for the Western District of Virginia.  
 

NOTE: Either the Court Clerk or their designee must complete the process.  
 
Overview of registration process: 

Section 1. Start the non-attorney registration process. You will be prompted to first 
register for your PACER account. 

Section 2.  Then, complete the electronic filing registration for the desired court. Upon 
completion, the registration is transmitted to the court for verification and 
processing. Document filing and access to restricted cases/documents in a 
court is not permitted until that court processes the registration request.  

Note. Once the court processes your request, you will receive an email notification 
from the court indicating you are permitted to file electronically or if there are 
additional steps you need to take. Processing time for electronic filing 
registration varies from court to court. 

 
Once privileges are granted, you will use the manual “STATE COURT USER E-FILING MANUAL” to 
assist with the e-filing of your records to our court. The manual can be found on our public 
website (vawd.uscourts.gov) under the CM/ECF Information tab / State Court E-Filing page. 
 
If you have any questions about the registration process, please don’t hesitate to email us at, 
ECF@vawd.uscourts.gov.  
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CREATING A PACER ACCOUNT AT PACER.GOV 

Log into PACER.GOV to Register for an Account. 

 

 
 

 

https://pacer.uscourts.gov/
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EXAMPLE FOR COMPLETING PACER NON-ATTORNEY E-FILE REGISTRATION 
 
 
 
 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
 
 
 
 
 
 
 
 
 

 

Use “Clerk” for First Name 

Use Court Name for Last Name 

Choose any date at least 18 
years ago 

Select “INDIVIDUAL” 
for now. See 
instructions below to 
verify registration as 
State or Local 
Government. 

Please call the PACER Service Center at (800) 676-6856 
between 8 AM and 6 PM CT Monday through Friday. 
Otherwise, please email at pacer@psc.uscourts.gov. 

mailto:pacer@psc.uscourts.gov
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If you should happen to get this screen and have not registered previously, click Continue. 

 

 
 

Select Username and Password (all fields are mandatory): 
 

 

 

Create your Username 
and Password in 
compliance with 
onscreen criteria. 

Please make a note of your Username, Password, 
and Security Questions and Answers. 
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You DO NOT have to input a 
credit card. See the 
onscreen information 

“Providing a credit card is 
optional.” 

There are no fees to E-filing 
State Court Records. 



7 
 

 
 
 

 
 

SUBMITTING E-FILING REGISTRATION 

Once submit is selected, the screen to register for Non-Attorney E-Filing displays. Click Continue to get registered! 
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Select Court Type: 
U.S. District Courts 

Select Court: 
Virginia Western District Court 

This account is for your court. 
You only need this one PACER 
account. Check the box. 

You will not receive emails 
when you e-file your records, 
but these are required fields. 

Select options as indicated. 
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If you entered credit card information 
previously, review this section. 

If you did not enter credit card information, 
none will appear as depicted to the left. 

Select Next. 
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ENROLLING IN MULTIFACTOR AUTHORIZATION (MFA) 
 

The Manage My Account screen will display. Click the Enroll link in the Multifactor Auth field or click the Manage MFA 
Settings link under the Settings tab if not previously enrolled.  
 

NOTE: By December 21, 2025, all CM/ECF users MUST be enrolled in MFA to maintain system access. MFA 
provides an added layer of security to accounts by helping protect against cyberattacks that steal 
passwords, significantly reducing the risk of unauthorized access.  

 

 
 
 
 
 
 

If you do not receive an email from PACER 
within 3 – 5 business days indicating your 
registration with our court is complete, 
please contact Shannon Sakalas at 540-857-
5100 ext. 5317 or 
shannons@vawd.uscourts.gov. 

mailto:shannons@vawd.uscourts.gov
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MFA Methods 

There are two options for multifactor authentication; authentication application (app) and/or get backup codes. You 
must set up at least one of the two options. Please refer to the MFA Tips and Resource link on the page to help you 
through the MFA enrollment process. If you have any questions regarding MFA enrollment, please contact the PACER 
Service Center at pacer@psc.uscourts.gov or (800) 676-6856. The PACER Service Center hours of operation are 
Monday through Friday, 7 a.m. to 6 p.m. CT.  
 

 
 
 
Once the court approves your e-filing request you will get an email from PSC.USCOURTS.GOV with the 
below message. You are now ready to e-file!  Please refer to our State Court User E-filing Manual to assist 
with the e-filing of your records to our court. The manual can be found on our State Court E-Filing Page.  

 

https://pacer.uscourts.gov/announcements/2025/09/16/mfa-tips-and-resources
mailto:pacer@psc.uscourts.gov
https://www.vawd.uscourts.gov/sites/Public/assets/File/CMECF/state-court-user-e-filing-manual.pdf
https://www.vawd.uscourts.gov/cmecf-information/state-court-e-filing/
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