WESTERN DISTRICT OF ARKANSAS
FILING PRO HAC VICE THROUGH PACER
The following instructions are for attorneys with existing upgraded PACER accounts. If you do
not have an individual PACER account, click this link for instructions on creating an account. If
you do not have an upgraded individual PACER Account, click on this link for instructions on
how to upgrade your account. Once you have an upgraded individual PACER Account, follow
the steps below to request filing access.
1. Go to www.pacer.gov and click Manage My Account

2. Login if you have not done so already.

3. Click the Maintenance tab.

4. Click the Attorney Admissions/ E-File Registration link.

5. Select U.S. District Courts as the Court Type and Arkansas Western District Court as the
Court. Click Next.

6. Select Pro Hac Vice for the question “What would you like to apply/register for?”

7. Additional Filer Information. You must enter the case number in which you plan to Appear
Pro Hac Vice.

8. Delivery Method and Formatting
Enter your Email address, Email Frequency and Email Format.
*Note that HTML is the preferred Email format.

9. You have the option to add credit card information which will be stored at PACER, which
may be used to pay your admission fee and other filing fees. This is optional. If you do not
add credit card information, you will be prompted for credit card information for payment of
filing fees when required.

10. Click the check boxes to acknowledge that you have read and agree to PACER terms and
conditions, and Western District of Arkansas’ local requirements for e-filing. Click Submit.

11. You are done for now. You will receive automatic notification that your submission has
been received.

13. The Court will send you an email notifying you that your Pro Hac Vice registration has
been processed. The email will also direct you to either file a Motion to Appear Pro Hac Vice
or file a Notice of Appearance.

