
1 
 

  

NON-ATTORNEY: 

HOW TO REGISTER TO E-FILE 

NextGen 
 

210 Franklin Road, SW. Suite 540 

Roanoke, Virginia 24011 

540-857-5100 



2 
 

 

Non-Attorney filers may be granted e-filing privileges pursuant to Court order. 

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. 

Overview of registration process: 

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

2. Then, complete the electronic filing registration by selecting this court.  Upon 
completion, the registration is transmitted to the court for verification and 
processing.  NOTE:  Include the case number for the case you have been 
granted permission to e-file. 

3. Once the court processes your request, you will receive an email notification 
from PACER indicating you are able to file electronically or the court may email 
you if there are additional steps you need to take. 

 

You should familiarize yourself with the Court’s Administrative Procedures for 
Filing, Signing, and Verifying Pleadings and Papers by Electronic Means.  This 
document can found via a link on the Court’s CM/ECF Information page 
(http://www.vawd.uscourts.gov/cmecf-information.aspx) on the Court’s public 
website (www.vawd.uscourts.gov) 

If you have any questions about the registration process or any other e-filing issue, 
please contact the divisional office where the case resides. 
(http://www.vawd.uscourts.gov/court-information/court-probation-office-
locations/abingdon.aspx) 

  

http://www.vawd.uscourts.gov/media/3355/ecfprocedures.pdf
http://www.vawd.uscourts.gov/cmecf-information.aspx
http://www.vawd.uscourts.gov/court-information/court-probation-office-locations/abingdon.aspx
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CREATING A PACER ACCOUNT AT PACER.GOV 

Log into PACER.GOV to Register for an Account. 

 

 

Questions about registering for your PACER account? 
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. 

file://///RKE-FS1/DATA/USERS/SHANNONS/NextGen%20Info/My%20Attorney%20Admission%20Items/PACER.GOV
mailto:pacer@psc.uscourts.gov
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COMPLETE THE PACER NON-ATTORNEY E-FILE REGISTRATION INFORMATION 

Do Not Check this Box 

Select “INDIVIDUAL” 

for now. 
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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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Once submit is selected, the screen to register for Non-Attorney E-Filing displays. 

Click Continue to request e-filing privileges with the court. 
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  Select Court Type: 
U.S. District Courts 

Select Court:  
Virginia Western District Court 

This box must be checked to 

continue. 

Enter the case number in 

which you have been given 

permission to e-file. 

This must be completed. 

Please read the Local Policies & 

Procedures for e-filing. 

Please read. 

Selections must be made. 
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  Read the E-filing Terms and Conditions. 
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An email indicating your e-filing registration with the Virginia 
Western District Court is complete should arrive shortly to the email address input during registration. 
 
 
 
 
The Manage My Account screen will display.  Use the drop-down arrow to display the Logout option. 
Select Logout.   
 
 

 
 
 
  

If you do not receive an email within 3 – 5 
business days indicating your registration 
with our court is complete, please send 
inquiry email to ECF@vawd.uscourts.gov.  

(Provide the case number in the email.) 
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Once the court approves your e-filing request you will get an email from PSC.USCOURTS.GOV to the email address 
input during registration with the below message.  Once that email is received you can e-file. 
 

Forgotten PACER Username and/or Passwords 

 

Or consult the Help section on the PACER.gov home screen. 

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

