
Before filing a complaint/petition electronically, please note the following: 

1. Include as attachments, any additional documents you wish to file with
your pleading (e.g., civil cover sheet, disclosure statement, exhibits,
etc…).

2. For voluminous attachments to complaints/petitions, see paragraph 11 of
Appendix E/paragraph 11 of Supplement to Appendix B.

3. Do not use digital signatures.
4. Once you have paid your filing fee, you must complete the transaction.

DO NOT hit the back button or you will incur a double charge.  If a
correction to your filing is necessary, wait until your case is opened and
then contact the Clerk’s Office for assistance during business hours at
202-357-6406.

5. Please note that your pleading has not been filed until you reach the
screen that states “The following transaction was entered by [your name]
on xx/xx/xxxx.”

6. If submitted on a Saturday, Sunday, or legal holiday as defined by RCFC
6, your pleading will be deemed filed on the next day that is not a
Saturday, Sunday or legal holiday.  Otherwise, your complaint/petition
will be deemed filed on the date submitted in CM/ECF.

7. The court will assign a case number and a judge/special master during
Clerk’s Office business hours as defined in RCFC 77.1.  You will receive
a Notice of Electronic Filing once your complaint/petition has been
processed.
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From the main page, select "Civil"

July 2024



From the Civil Events page, select "Attorney Complaint/Petition"

July 2024



Select the appropriate event and then select "Next"

1

2

July 2024



Input the shell case number (24-10000) and select "Find This Case"
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Select "Next"

July 2024



Select "Choose File" and attach the appropriate documents and select "Next" 
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PLEASE carefully review the message regarding fees and credit card 
transactions and select "Next"
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Select the "Enter a credit card" radio button
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Input your PACER password and select "Login"
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Enter your credit card and billing information and select "Next"
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Input the appropriate information and select "Submit"
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Select "Next"

July 2024

Once you select “Next,” DO NOT hit the back button or you will incur a double charge. If you incur a double charge, please see the 
court’s Electronic Filing Fee Refund Policy on the court’s website at http://uscfc.uscourts.gov/electronic-filing



Select "Next"
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Select "Next"
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You have successfully completed the filing of your complaint

July 2024
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