Procedure for Group Users

1. If you already have a secure Case.net account, skip to step 16.
Go to http://www.courts.mo.gov/registration to create your Missouri Judiciary Account.
3. Click “Create an account.”
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4. Put a check mark in the box “l do not have a MOBAR number.”
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http://www.courts.mo.gov/registration

5. Click “Continue.”
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6. Create a user name and password.
7. Enter the phrase that shows in the box and click “Continue.”
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8. Enter your first name, last name and e-mail address.
9. Click “Continue.”
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10. Enter your mailing address, billing address and phone number.
11. Click “Continue.”
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12. Enter answers to the three security questions and click “Continue.”
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13. You will be directed to the “eFiling Registration — Additional Steps Required” screen.
14. Click “Continue.”

15. You will be directed to the log on screen (do not log on).
16. Go to the e-mail you received from your group administrator and click the URL provided.
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17. You will be directed to the log on screen. Enter your username and password (this can be your secure Case.net

username and password).
18. Click “Logon.”
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19. You will be directed to the Group User Authentication screen. Your “Group Name” should be populated. If the

Group Name is not populated, use the drop down menu to find your Group Name.

20. Enter the Pin that was provided to you by your group administrator.

21. Enter User Information: this will be any additional information your group administrator might need to identify you

(e.g. position, department and supervisor).

22. Click “Submit.”
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23. You will be directed to the user agreement screen.
24. Read the agreement, check the “I acknowledge” box and click “Continue.”
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25. You have completed registration and group authentication. You will be directed to your “eFiling Menu.”
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26. For easy access to eFiling save the following link: https://www.courts.mo.gov/ecf/



https://www.courts.mo.gov/ecf/

My Preferences will allow you to set defaults for eFiling. You also can remove your association to your current
group from this screen.
Note: Your group administrator will automatically be carbon copied on any e-mails sent to you by the courts.
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My Preferences

Case Heip

Selecting any of the options below will default these settings when entering case information.

Court Location Adair County - Circuit Court
Adair County - Juvenile Office ~
‘Anderson Municipal Court
Andrew County - Circuit Court v
Andrew County - Juvenile Office
Coun Locations (remove all)
Franklin County - Circuit Court (remove)
Case Category [Family Court M
Payments Heip

NOTE: Payment Information not required for Government Groups.
Selecting any of the options below will default these settings when entering payment information.

Court Debit Account
Court Location [--select-- v
Court Debit Account No

Court Locations Court Debit Account
Credit Card
Card Type

Electronic Check

Bank Routing Number [

Account Type

Check Type

Group Association Help
The box below lists any group you are associated with. Selecfing "remove” will remove your association with that

group

Group Requests Status

igovagency01 ACTIVE (remove)

E-mail Notifications Heip

All e-mail addresses added below will receive notifications regarding electronic filings sent to the court and updates
made by the court.

Notification E-mail ‘ ‘

Notification E-mails

My Drafts
Notification of auto delete - I this box is checked, you will receive electronic notification when any filings have been in "Draft”
status for 23 days. Uncheck this box to stop receiving these notifications

Courtesy eNotice (from courts that have not implemented eFiling)

[0 17 this box is checked, you will receive courtesy eNotices flom courts that have not implemented efiling. Uncheck
this box to stop receiving courtesy eNotices from courts that have not implemented eFiling.
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