Attorney Instructions
How to file an Electronic Application to Appear -
Pro Hac Vice

Before attempting to docket an Application to Appear Pro Hac Vice electronically, you must
complete the application on our website and click on the Email button to forward your
application for approval. Once approved, the clerk will email to you your new Login and
Password so that you will be able to electronically file your application and pay the $100 fee on
line. If you already have a login and password, you will still need to wait for approval email
from the clerk before filing your electronic application.

You will first select Attorney Information on our website: http://www.txed.uscourts.gov/
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Then select Application to Appear Pro Hac vice . Complete the form and click Email.
After you receive your email from the clerk with your login and password, proceed to
Step 1 to docket.

Other Court Forms

Application to Appear Pro Hac Vice

The process for submitting an Application to Appear Pro Hac Vice has changed

recently, please read and follow the updated instructions. Fred
Before attempting to docket an Application to Appear Pro Hac Vice Tos
electronically, you must complete the application and email the application for athe

approval. Once approved, the derk will email to you your new Login and
Password so that you will be able to electronically file your application and pay
the $100 fee on line.

Instructions for Submitting an Application to Appear Pro Hac Vice
Application to Appear Pro Hac Vice (Local Rules Appendix K)

Judicial Opinions

The E-Government Act of 2002 requires that the court provide access to the



Step 1: Log into CM/ECF with your assigned login and password

Login: . |

Password: I:l

Step 2: Click on the Civil link located at the top of the screen inside the blue bar.

Step 3: Click on Notices under the Other Filings heading.




Step 4: Click on Notice of Attorney Appearance - Pro Hac Vice Event, click Next

Apostile 1ssued
Corporate Disclosure Statement

Motice (Other)

Motice of Acceptance with Offer of Judgment

Motice of Change of Address
Motice of Compliance - Letter Brief

Motice of Consent to Proceed Before Magistrate Judge
Motice of Designation of Attorney in Charge

Motice of Designation of Mediator

MNaotice of Disclosure

Motice of Filing of Copyright Form (A0 121)

Motice of Filing of Patent/Trademark Form (AO 120)
Natice of Lis Pendens

Step 5: Enter the Case Number and click on Find This Case, click Next

[ Find This Case |

Step 6: Case number and style of case appear . Click Next..

Motice of Attorney Appearance - Pro Hac Vice




Step 7: Select document screen appears. Click on Browse and find your application and click
Next. Do Not attach any confidential information to your application. The clerk will
make sealed entry for that information.

I\_0730170126_001.pdf [ Browse... |

Step 8: Pick filer screen will appear.

The party you are representing is listed in the box, Click on their name and click
Next. If your party is not listed, call the Clerk's Office..




Step 9: Attorney/party associations screen appears. Check this screen to make sure that the
correct party shows up with notice checked. Click Next.

Step 10: The filing fee screen appears. Click Next and you will be redirected to the pay.gov
website to complete your payment.

After payment of the filing fee, you MUST continue with the docket transaction until its

completion. Failure to continue will result in your credit card being charged, with no record
of your entry on the docket.

ENTERING PAYMENT INFORMATION



e This is the first screen of the pay.gov process. There are two screens. Note that all fields
marked with the asterisk are required to be completed.

e The Account Holder does not need to be the same as the attorney filer. For example, the
credit card being used could be that of the law firm. Enter the account holder name as it
appears on the credit card.

o This is a secure site administered by pay.gov.
o After payment of the filing fee, you MUST continue with the docket transaction until its

completion. Failure to continue will result in your credit card being charged, with no record
of your entry on the docket.
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Online Payment Return to your originating application
Step 1: Enter Payment Infermation 1]2

Pay Via Plastic Card (PC) (ex: American Express, Discover, Mastercard, VISA)

: e . i
Required fields are indicated with a red asterisk

Account Holder Name: |pilot! ]

Payment Amount: $350.00
Billing Address: [ X
Billing Address 2[
City: |
State / Province:| — b
S P
Country: _L‘.J_Q‘lted_S_tE_neg )

visA e rAER osemmn
* '
Card Type: ~ ——

®
Card Number: (o rumber value should not comtain spaces ordashes)

Security Code:|

Expiration Date:

Select the "Continue with Plastic Card Payment” button to continue to the next step in the Plastic Card Payment Process
Continue with Plastic Card Payment | [ Cancel

Note: Pleage avoid navigating the site using your browger's Back Button - this may lead to incomplete data being transmitted
and pages being loaded incorrectly. Please use the links provided whenever possible.

I Done

Select Continue with Plastic Card Payment.



AUTHORIZING PAYMENT INFORMATION

e The final payment screen provides the filer with an opportunity to authorize the payment.
The only required field on this screen is the Authorization Box, which must be checked to
continue. If you fail to check the box, the transaction will not be completed and pay.gov will
return to this screen until the authorization is marked.

o The e-mail confirmation receipt does not need to be the same e-mail address as the attorney
filer. For example, the user may wish the credit card receipt be e-mailed to your finance
office.

» Note that the e-mail address is not a required field. If it is left blank, no email receipt will be
generated from pay.gov.
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Online Payment Retum to your originating application
Step 2: Authorize Payment 2
Payment Summary  Editthis information
Address Information Account Information Payment Information
Account Holder ., Card Type: Visa Payment Amount: §350.00
Name: Card Number: #3202 Transaction Date 03/23/2011 15:50

450 Wain and Time: EDT
Billing Address: Street

Billing Address 2:
City:
State / Province:
Zip / Postal Code:
Country: USA
Email Confirmation Receipt
To have a confirmation sent to you upon completion of this transaction, provide an email address and confirmation below

Email Address: |attomey@yshoo.com

Confirm Email Address: |attomey@yahoo.com

Separste wuttiole sl sddesess with =
cc: i

Authorization and Disclosure
Required fields are indicated with a red asterisk *
| autharize a charge to my card accaunt for the above amount in accordance with my card issuer agreement. [ *
Press the "Submit Payment” Button only once. Pressing the button more than once could result in multiple transactions.

Subimit Payment

Note: Please avoid navigating the site using your browser's Back Button - this may lead to incomplete data being transmitted
and pages being loaded incorrectly. Please use the links provided whenever possible

| Done

Select Submit Payment.

AFTER PAYMENT, YOU WILL BE REDIRECTED BACK TO CM/ECF TO FINISH YOUR DOCKET

ENTRY



Step 11: Text window. Click Next.

HOTICE of Attorney Appearance — Pro Hac Vice . Filing fee § 100.

Step 12: Notice Screen. Select/Review recipients who be notified with NEF. Click Next.




