
The Application for Admission to Practice may be submitted electronically or mailed to the 
Clerk's Office. To submit an application electronically, counsel must register for an ECF 
account. 

Non-bar ECF accounts are activated with limited functionality. Non-bar members may submit an 
Application for Admission to the Bar through the CM/ECF utilities menu but do not have access 
to case document filing. Once a user is admitted to the bar, the File a Document menu option will 
be made available on the ECF menu. Counsel will be notified once they have been admitted and 
case document filing has been activated for their account. 

Instructions for Submitting a Bar Application Electronically 

1. Turn off pop-up blockers in your browser. 
2. Log in to CM/ECF 
3. Once the CM/ECF Startup Page appears, select Utilities. 
4. Select Bar Admission. 
5. The Bar Admission window will appear. 
6. Read the instructional text. 
7. Enter the State Bar Number. 
8. If applicable, select a Fee Waiver Reason. 
9. Select State of Residence. 
10. Select Browse to upload the application for admission. 
11. The Select PDF document dialog box will appear. 
12. Locate and select the application PDF file. 
13. Select Open. 
14. The file path will appear in the Document text box. 
15. Enter a description of the document. 
16. If you have additional admission related documents to upload, select Add Another 

Document. 
17. Once all documents have been uploaded, select Pay Now and Submit Application OR if 

you selected a fee waiver reason, select Submit and skip the remaining steps. NOTE: If 
your pop-up blockers are turned on, the next screen will not appear. You will have to 
cancel and start over once you have turned off your browser pop-up blockers. 

  



 

  

18. The Initiate Payment window will open. 
19. Review the billing address, correct if needed. 
20. Paying from a bank account. 
21. Enter all requested information under Option 1: Pay Via Bank Account (ACH). Select the 

Account Type from the pull-down menu. All account and contact information must be 
entered in the boxes marked with red asterisks. 

22. When all required information is entered, click the Continue with ACH Payment button. 

  



 

  

23. The Authorize Payment screen opens. Review the information entered to ensure its 
accuracy. If any information is incorrect, click Edit this information to make changes. 

24. To receive an email confirmation of the payment, enter and confirm the filer's email 
address in the designated boxes below the payment-summary information. 

25. To authorize the payment, click in the check box above the authorization and disclosure 
agreement. A green check mark appears in the check box. 

26. Scroll down to the Submit Payment button below the authorization and disclosure 
agreement. Click the Submit Payment button to complete the payment. 

  



 

  



27. The next screen verifies that the payment is completed and the admission application 
submitted. To retain a record of the payment, click on the hyperlink to print the receipt. 

  

 

  

28. Paying by credit or debit card. 
29. Select Continue with Plastic Card Payment. 

  

 



  

30. Review the Payment Summary information. Select Edit this information to make 
changes. 

31. Enter your email address for an email confirmation of the payment. 
32. Check the authorization box. 
33. Select Submit Payment. 

  

 

  

34. The System will process your request. 
35. The payment completion window will appear. 
36. Select "here" to print a receipt. 



37. Select Close Window to complete your transaction and return to CM/ECF. 

  

 

 




