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Note: 

 You can pay one fee or combine multiple fees and/or cases in a single payment. 

 Debit, MasterCard, Visa, and Discover cards are accepted. American Express cards are not. 

 If you close your browser, go part way through the transaction and change to a different page, or your 

credit card information is declined, no payment will be made.  

 Your credit card will be charged when you press the Confirm button. 

Viewing unpaid fees  

1. Access the Make A Payment screen:  

A. From the Cases menu, select Make A Payment. 

B. On the Home page, select Make A Payment. 

 

2. All cases with fees owed by the user will display. To search by case number, type the case number in the 

Case Number field and click Find.  
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Specifying which fees to pay 

You can pay one or many fees at the same time, from one or multiple cases.  

1. For each fee to pay, enter the dollar amount in the Amount to Pay field. 

2. When you are finished, click Pay Now. The system validates the amounts.  

  

3. Confirm that the total amount is correct.  

 If you want to change the payment amount, click Cancel to go back and change the amount(s). 

 Otherwise, click OK.  

Entering your credit card and billing information  

4. Scroll down to the Payment Method section. Input your credit card information and click Continue.  
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5. After reviewing your information, click Confirm. 

 If your credit card information is declined, no payment is made. Correct the information and 

resubmit or click Cancel to return to the Home page. 

 If your credit card information is accepted, click Exit. You will return to the Home page of the eFile 

system. 

Viewing Your Payments 

On the Cases menu, select Filing Charges. Your most recent payment will display at the top of the list.  

 

Description –Click on the Details hyperlink to display fee information.  

Date – The date of the payment. 

Recorded – Whether the payment was recorded on the docket on the case. When the bank notifies the eFile 

system of the payment, the status will show as Recorded.  

If the status is Not Recorded, refresh the screen by pressing the Refresh button  at the top of your screen. If 

after 5 minutes it has not changed to Recorded, contact the Technical Help Desk. 

Viewing payment details  

Click the Details link for information for each fee included in a payment. 

Note: On this page, Date indicates the date the Appellate Clerk of Court set up 

the fee, NOT the date the fee was paid. 
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