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LEGAL FILE SUBMISSION 
 Legal Files on Appellate cases filed by registered users shall now be created and 

filed through the electronic filing system.  (Sup.Ct.R. 81.12)

 PDF software is required to view documents.

 The Legal File will be created by selecting filed documents from the originating 
circuit court case filings.

Requirements for filing of a Legal File: 

1. Filer must be a registered user and an attorney in good standing.

2. Filer should review the originating circuit court case to determine if all documents are
available for selection as an electronic document.  Documents that are not available
will require a request to the originating circuit court clerk within 10 days after the
notice of appeal is filed.  The Filer shall submit a written request to the originating
circuit court clerk to make the documents available.  The written request shall
request the document to be scanned and entered in the system by specifying the case
number, document title and date of filing.
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3. If the Legal File will include confidential documents or documents from confidential
cases and the Filer is not the attorney of record on those originating circuit court
cases, it is required that the attorney file an entry of appearance on the originating
circuit court cases.

Use the case.net logon feature to begin preparation of the Legal File for the case on appeal. 

https://www.courts.mo.gov/casenet/base/welcome.do 

 Select the Case Number Search feature

 Select the appellate division of the case on appeal and enter the appellate case
number.

 Select Find.

 The system returns the Case Number Search results.
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 Select the Case Number link in blue.  The Case Header information is displayed.   
 Select the Docket Entries tab. 
 Verify the originating circuit court case number is correct. 

 

 

 

 The Docket Entries are displayed for the appellate case. Note the links in blue located 
at the upper left of the information returned.   

 

 

 

 Select the Create Legal File link to select documents to be included in the Legal File.  
The system returns the Case Verification information.  Verify the originating circuit 
court case number, description and county court information is correct.   

 Select Continue. 
 The Legal File Generation screen appears. 
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 Begin the process of creating the Legal File.   
 If appropriate add additional cases required for the Legal File.  Related case(s) and/or 

Subcase(s) from the circuit court level may be added to the case if the documents 
contained in the cases will be necessary for inclusion in the Legal File. 

 The originating Circuit Court case information appears.  Added cases will also appear in 
the gray field.   

 The cases eligible for selecting documents for the Legal File are now contained in the 
gray field.  Cases eligible for removal with show a “remove” feature to the far right of 
the field. 

 Under the Case field the Filer may enter a reference number for their internal use.  
 The Notes field may be used to communicate a message to the Appellate Clerk.   

 

 

 In the Filing on Behalf of field enter the appropriate information. 
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 If the Filer represents all the Appellants or Respondents check the appropriate check 
box. 

 Select Add 
 If the Filer represents a specific Appellant or Respondent select the party the Filer is 

representing. 
 Select Add. 
 The Sign Filing field provides the electronic signature of the Filer. 
 Enter the name of the filing attorney. 
 Select Continue. 

 
 The Legal File Creation returns the documents from the originating circuit court case as 

well as any additional cases added for manual selection to include in the appellate case 
Legal File. 

 Documents will appear in date order of ascending to descending under each case 
number.   

 If a document is not a blue link and the bubble message of “You are not authorized to 
view the document.  Please contact the circuit court” indicates the Filer is attempting 
to select a confidential document.  This may be remedied by the Filer entering an 
appearance on the originating circuit court case.  If the bubble message continues after 
an entry of appearance contact the circuit court. 

 With multiple related cases the cases will appear in the order the Filer has entered the 
additional case numbers to be included in the Legal File.  

 Select each document to be included in the Legal File using the checkbox next to the 
document. 

 If the Filer wishes to reselect documents there is a Clear feature in the right upper 
corner of the Documents filed.  This will unselect the documents and new selections 
may be made. 
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 Select Create after all documents have been selected.  The system compiles the 
documents for the Legal File and Index. 

 Selecting the Back function will return the Filer to the Legal File Generator screen to 
begin the process over. 

 

 

 An Index to the Legal File is created and viewed using the View Document screen.   
 The system automatically creates a docket sheet for each case selected and will be 

document number 1 or the first document number in the Legal File. 
 The system automatically assigns document numbers to each document in the Legal 

File and the Index provides the document numbers. 
 While the View Document screen is open each blue document link represents the 

document in the originating circuit court case that was selected for inclusion in the 
Legal File.  The Filer may select a document link and view the document.   

 Additional documents may be added by selecting the Back button to select the 
additional documents for the Legal File.  The assigned number will be updated. 

 The Filer may download and save a copy of the Legal File Index for their records.  The 
blue document links in the Index will not be active in the downloaded documents. 

 Select Create after reviewing the Legal File Index and after adding additional 
documents to the Legal File Index.  This creates a new Legal File Index to be reviewed. 

 The Legal File contains the certificate of service and electronic signature of the filing 
attorney. 
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 Selecting Back returns the Filer to the previous Legal File Creation screen. 
 Selecting Continue will take the filer to the Case and Document screen for submission 

of the Legal File. 

 

 

 
 The system provides a summary of the Case and Document information.  A docket 

sheet for the originating circuit court case(s) is also created. 
 The appellate case information may be updated. 
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 Selecting Update in the Case filed will return the Filer to the Legal File Generation 
screen.  This allows for the updating or adding additional originating circuit court cases.  
Information previously added is retained. 

 The Legal File may again be reviewed for completeness using the Legal File link. 
 Selecting the Back function will take the Filer to the View Document screen to view the 

Legal File. 
 If all is accurate and complete select Submit. 
  

 
 The completed Filing on an Existing Case Confirmation is returned containing the date, 

time and confirmation number, and submission information. 
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 The Filer may return to the eFiling Menu or log off the system.   
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Legal File Accepted After Submission 
 The Clerk will now accept the Legal File into the system. 
 The accepted Legal File may be viewed through Case.net. 
 The Filer will logon to Case.net, select the appellate court, and enter the case number 

of the appellate case. 
 The Case Header screen is returned. 
 The LF icon in the upper left corner provides a direct link to the Legal File Viewer. 

 
 The docket Entries tab on the case also provides the LF icon and the docket entries. 
 The Filer may use either the LF icon or choose to use the blue document link. 
 Select the Electronic LF File link to view the Legal File. 

 
 

 Select the LF icon and all documents selected for the Legal File are available for 
viewing. 

 The Filter allows for sorting by date within a case by selecting the Ascending or 
Descending functions. 

 Each document will have a unique document number.   
 By selecting a document the Filer is able to view the document and note the Document 

Number as well as the page number of the document in the upper left corner of the 
document. 

 Using the Go To Document Number function allows the Filer to enter a document 
number and Select Go. 
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 The document selected appears in the Legal File Viewer, with the document number 

and page displayed. 
 Documents selected may be deselected and reselected using the Clear function. 
 Selected documents may be downloaded by using the checkbox next to the document 

and selecting Download. 
 Select Open for the pdf software to open and display the documents selected. 

 
 Each document to be viewed must be opened separately for viewing by double clicking 

on the document. 
 The document will contain the Legal File document and display the document and page 

numbers in the upper left corner of the document. 
 Documents may be saved by the Filer for their records. 
 Selecting Download also allows the Filer to select documents for printing. 
 The pdf window opens and provides a list of the documents selected. 
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 The Filer may select ways to print the document selected.  Documents may be selected 
one at a time for printing.  Documents may be selected by using the Ctrl and Enter keys 
at the same time to highlight the documents.  All documents may also be selected by 
right clicking the mouse and selecting the Select All feature. 

 Selecting the printer icon will return the printing options. 
 If the Filer has selected only one document, the Current PDF would be used for printing 

the one document. 
 If the Filer has selected several documents to be printed, using the All PDF files in this 

portfolio will print all documents selected. 
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 The Filer may need to do some adjusting for the actual printing of the document 

dependent upon the printer properties and the program being used to view the pdf 
documents.  The Fit option may need to be selected to print the documents. 
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Supplemental Legal File 
 

 After the appellate clerk has accepted the Legal File a Supplemental Legal File may be 
created using the same steps. 

 
 Select the Case Number Search feature. 
 

 

 

 Select the appellate division of the case on appeal and enter the appellate case 
number.   

 Select Find. 

 

 

 The system returns the Case Number Search Results. 

 
 

 Select the Case Number link in blue.  The Case Header information is displayed. 
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 Select the Docket Entries tab. 

 
 

 The Docket Entries are displayed for the appellate case.  Note the link Click here to 
Create Supplemental Legal File located at the upper left of the information returned.  
At this point only a Supplemental Legal File may be created. 

 
 

 Select the Create Supplemental Legal File link to select documents to be included in the 
Supplemental Legal File.  The system returns the Case Verification information.  Verify 
the originating Circuit Court case number, description and county court information is 
correct. 

 Select Continue. 

 

 
 

 Begin the process of creating the Supplemental Legal File. 



 

16 
 

 If appropriate add additional cases required for the Supplemental Legal File. 
 The originating circuit court case information appears. 
 Under the Case field the Filer may enter a reference number for their internal use. 
 The Notes field may be used to communicate a message to the Appellate Clerk. 

 
 

 If the Filer represents all the Appellants or Respondents check the appropriate check 
box. 

 Select Add 
 If the Filer represents a specific Appellant or Respondent highlight the party the Filer is 

representing. 
 Select Add.   
 The Sign Filing field provides the electronic signature of the Filer.   
 Enter the name of the filing attorney. 
 Select Continue. 
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 The Supplemental Legal File Viewer returns the Documents from the originating circuit 
court case for manual selection to include in the appellate case Supplemental Legal 
File.   

 Select each document to be included in the Legal File.  Documents previously selected 
for the Legal File will not be available for selection.  Documents previously selected for 
the Legal File will be noted in the selection list and unavailable for selection 
 ( ).  

 Select Create after all documents have been selected from the originating circuit court 
case.  This compiles the documents for the Supplemental Legal File.   

 
 

 An Index to the Supplemental Legal File is created and available for downloading for 
the Filer’s internal use.  Each blue document link represents the document in the 
originating circuit court case that was selected for inclusion in the Legal File.   

 The Filer may select a document link and view the document.   
 If additional documents are needed select the Back button to select the additional 

documents for the Legal File.   
 After adding the additional documents select Create.   
 This will create a new Legal File to be reviewed.   
 The Supplemental Legal file contains the certificate of service and electronic signature 

of the filing attorney. 
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 The system provides a summary of the Case and Document information for the 

Supplemental Legal File. 
 The Case information may be updated, and the Supplemental Legal File may again be 

reviewed. 
 The system provides a summary of the Case and Document information. 
 The appellate case information may be updated. 
 Selecting Update in the Case field will return the Filer to the Legal File Generation 

screen to begin the process of adding the originating circuit court case information and 
party representation over. 

 The Supplemental Legal File may again be reviewed for completeness using the Legal 
File link. 

 Selecting the Back function will take the Filer to the View Document screen to view the 
Supplemental Legal File. 

 If all is accurate and complete select Submit. 
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 The Completed Filing on an Existing Case Confirmation is returned containing the date, 
time and confirmation number, and submission information. 

 
 The Filer may return to the eFiling Menu or logoff the system. 

 

 

 


