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Attention Electronic Filers:

The Western District of Louisiana requires credit cards via the U. S. Department of Treasury’s
Internet credit card payment module (pay.gov) on all filings requiring payment: 

Civil Criminal

Initial Pleadings and Service:
Application for writ of garnishment
Complaint
Notice of removal
Petition for writ of habeas corpus

Appeal Documents:
Appeal of Magistrate Judge Decision to
District Court 
Notice of Appeal - Interlocutory 
Notice of Appeal - Final Judgment 
Notice of Appeal - Conditions of Release 

Appeal Documents:
Notice of Appeal 
Notice of Interlocutory Appeal
Notice of Cross Appeal

Motions:
Motion to appear pro hac vice

Motions:
Motion to appear pro hac vice

The electronic filing system has two fee-related components: internet payment and reviewing
history of payments. 

Internet payment

While filing the items above, the user is prompted for method of payment.  If payment via bank
account debit (ACH) or credit card is selected, the filer is automatically directed to the internet
payment program, pay.gov.  Once the payment portion is successful, users return to CM/ECF for
completion of the filing.
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Step 1:  Payment Information Screen: The user will be prompted for online payment options.  
Option 1 is online payment via Bank Account Debit (ACH, or automated clearing house).  This
is an electronic means to make payments from a banking account.  Option 2 is by plastic card
(PC) (ex: Visa, Mastercard, American Express, Diners Club, Discover).

Option 1: Bank Account Debit (ACH):

• Fields marked with an asterisk (*) are required fields.  The account holder’s name
defaults to values contained in CM/ECF but may be changed.  Changing the information
on this screen does not change the filer’s information with the court.

• The payment amount is populated with the fee required for the filing.
• Select the appropriate account type:  personal checking, personal savings, business

checking, or business savings. 
• Enter the routing and account numbers (illustrated on the screen), confirming the account

number.  Enter the check number if desired.
• Click on the “Continue with ACH Payment ” button.
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Step 2: Authorize Payment Screen:

• After confirming payment summary, enter the e-mail address to which a confirmation of
payment should be sent.  Confirm the e-mail address by entering it again, adding optional
“cc” recipients if desired.

• Read the authorization and disclosure statement.  If agreeing with the language, check the
box.

• Pressing the “Submit Payment” button more than once may result in multiple charges to
the bank account.  Single-clicking the “Submit Payment” button returns the filer to
CM/ECF for completion of the filing.
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Option 2: Pay via plastic card (PC) (ex: VISA, Mastercard, American Express, Diners Club,
Discover)

• Fields marked with an asterisk (*) are required fields.  The account holder’s name, first
address line, and zip code default to values contained in CM/ECF but may be changed. 
Changing the information on this screen does not change the filer’s information with the
court.

• The payment amount is populated with the fee required for the filing.
• Visa, Master Card, American Express, Diners Club, and Discover are accepted. 
• Do not uses hyphens or spaces in the card number field.
• The Security Code field is a 3-digit number located on the back side of most cards.  It

usually appears at the end of the card number.
• Click on the “Continue with Plastic Card Payment” button.
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Step 2: Authorize Payment Screen

• Review all address, account, and payment information for accuracy.
• A valid e-mail address must be entered to receive a transaction receipt for reconciliation

with credit card statements. 
• The authorization box must be checked for the transaction to complete.
• Pressing the “Submit Payment” button more than once may result in multiple charges to

the credit card account.  Single-clicking the “Submit Payment” button returns the filer to
CM/ECF for completion of the filing.

• If the payment portion of the transaction executes and a valid e-mail address is entered, a
receipt will be sent to the user’s e-mail account confirming the charge to the card.
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Upon successful completion of the filing in CM/ECF, the Final text as well as the Notice of
Electronic Filing (NEF) will contain the fee amount and receipt number.  A sample notice
appears below:

Reviewing Internet Payment History

To review charges made in CM/ECF for a user, click on “Utilities” on the blue menu.  Click on
“Internet Payment History” and enter the desired date range.  A sample report appears below:

Error screens

If processing of a payment is unsuccessful, an error screen will appear.  PRINT THIS ERROR
SCREEN or write down the complete message and call 866-323-1101 during business hours for
assistance. 

Run an Internet Payment History report (see instructions above) to review completed payments if
uncertain whether a payment successfully completed. 
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If a filing error is made after the payment process is complete, (i.e. after pressing "Submit
Payment,") and then aborting the transaction, call the Help desk (1-866-323-1101) during
business hours for assistance in obtaining a refund. 


