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Starting page 
 
 

Log on 
For already existing users, selecting this will bring 
you to a page where you can enter your Louisiana 
Supreme Court user name and password to enter 
the system. 

 

Account Maintenance 
If you are having trouble logging in, this will bring 
you to a page with several options that may be 
used to recover your login information. 

 
 

Register 
Users who do not have an account with the 
system use this link to register with the Louisiana 
Supreme Court. 

 
FAQ 
Brings you to a page with a listing of helpful 
documents. 

 

Filing Rules 
Brings you to a page where you can download PDF 
document copies of the filing rules. 
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Logging in 
 

 

 
 
 

Please note the use of the 
“\” (backslash) character. It 
is important that you use 
the correct character – 
typically above the enter 
key on your keyboard. 

 

To login, enter your username and password then click Sign In. Should you have trouble logging in, 
there are helpful links to the right of the login form that will assist with recovering login information. 
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Registration Page 
The Registration Page consists of several entry boxes sectioned off into relevant pieces. Below is the 
first section which contains all your name-centric fields: 
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The address follows and will appear one of two ways for the first portion depending on what kind of 
mailing address you intend to use. If you plan on using a physical street address, it will look like the 
following: 

 

 
If you plan on using a P.O. Box instead, after clicking the associated radio button, it will look like the 
following: 

 

 
The last portion of the address fields is standard and will always contain the following: 
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You will also be asked to provide your contact information: 

 

 
You will then have to supply answers to three security questions as seen in the following: 

 

 
And after providing the following you can hit the submit button and complete your access request: 

 



E - F i l i n g   P u b l i c   U s e   D o c u m e n t       | 8 
 

 
Once you complete your registration it will require further manual processing at the court, you will 
see the following screen upon successful completion of your registration. 

Password Reset Instructions 
 

In order for Attorneys to access the Louisiana Supreme Court E-Filing system, these users need to have a 
valid LAJUDICIAL account. Contact Help Desk at (504) 310-2300 for any questions and/or if no account is 
assigned yet to the Attorney. Once they are provided with user accounts, the user must reset their 
temporary password before they will be allowed to access the system. 

After the Attorney has set their initial password, Louisiana Supreme Court policy requires you will need 
to change it, using the same process outlined below, every ninety (90) days in order to maintain access 
to the Louisiana Supreme Court E-Filing system. 

 

Password Reset 
Resetting the password is a multi-step process as well and the answers to the questions that the user 
registered in the Password Registration process are crucial to be able to reset the password. Follow the 
step by step screen shots. Enter the username i.e. user, etc., answer the 3 questions that set up during 
the registration process, and then enter a new password. 

 
Figure 1: Enter your user name 
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Figure 2 - Select email address to get verification code 
 

 
Figure 3 - Check your email, and click on the link 

 

 

Figure 4 - Enter your new password 
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Figure 5 - Your password has be updated your account is ready to be used 
 
 

 
 

Password Policy 
Passwords must meet the following minimum requirements when they are changed or created: 

A. Passwords must not contain the user's entire Account Name value or entire Full Name value. 
The checking of the names is not case sensitive. 

B. Passwords must contain characters from three of the following four categories: 
a. Uppercase characters of European languages (A through Z, with diacritic marks, Greek 

and Cyrillic characters) 
b. Lowercase characters of European languages (a through z, sharp-s, with diacritic marks, 

Greek and Cyrillic characters) 
c. Base 10 digits (0 through 9) 
d.    Non-alphanumeric characters: ~!@#$%^&*_-+=`|\(){}[]:;"'<>,.?/ 

C. Passwords must be at least 8 characters in length. 
 
 

Changing Firms 
There are 3 steps you must complete in order to continue using (or regain access to) the E-Filing system. 

 
1. You need to update your Bar Roll information (email address, mailing address, etc.) 
2. After 48 hours you can request a new account for E-Filing 
3. Lastly, you need to contact the Clerk of Court about accessing your previous filings (if there are 

any for which you are still the attorney of record) 
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Home Screen 

Home screen 
 
 
 

My Filings 
Brings you to a listing of your prior filings. 

 
 

Submit Case Filing 
Brings you to a page where you may submit an 
electronic filing. 

 
 
 
 

FAQ 
Brings you to a page with a listing of helpful 
documents. 

 
 

Filing Rules 
Brings you to a page where you can download PDF 
document copies of the filing rules. 
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My Filings 

This page lists your current fillings with the court. 
 

 
 
 

On the left we have this dropdown box, (A) which determines how many filings to show on the page. On 
the right we have a search field marked: (B), this search will look through all of the filing properties (such 
as filing #, costs, balance etc). 

 
These are some of the filing properties; I have several cut out so it can be readable. You will notice two 
icons (   ) and ), these are used to sort the list of filings. This up arrow ( ) means the current sorting 
order is by Filing # ascending, that is to say, (1, 2, 3, 4). If the arrow is ( ), that means it is in descending 
order, as in (4, 3, 2, 1). These up and down arrows also show which property is being used to sort by, to 
select a different property, click the ) of that property. 

 
Each filing will have action(s) available, they are clickable links, for example, this one has a link to either: 
the Details page or the Make Payment page. 

 

The bottom of the listing has both an element to show which filings in the list are visible (C) and buttons 
to navigate to the rest of the filings (D). 
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Details Page 
I am going to select the details of this item: 

So I click the details link. 
 

 

The first thing you will see is your filing number; I have taken the liberty of highlighting its location. 

Each filing will have these tabs currently; I am at the filing summary tab. 

 
 
 
 
 
 
 
 
 
 
 

From here you may: 
 

• 
o This opens a new browser tab to print the filing 

•  
o Returns you to the My Filings page. 
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Details Page (priority sheets) 
In the case of a writ filing, the filing details tab will contain extra information 

 

 

When you click the Filing Details tab it may have a civil or criminal priority sheet. This example has a civil 
priority sheet. 

 
On filings without priority sheets you will see something like this: 

You’ll notice the filing data does not have the filing data and civil priority tabs inside, this is the standard 
filing appearance. 
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Submit Case Filing 

By choosing “Submit Case Filing” you will be brought to the following menu. Here you may submit an 
individual filing of your choice. 
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Writ Application 

Writ - Filing Details 

Start off your writ by selecting the type of writ 
 
 

 
Should you choose other, you will be required to specify the type of writ you are filing. For this, I am just 
calling it “my filing.” 

 

These selections marked with a red* are required fields and have to have a choice made. 
 

If you do not fill out the required fields you cannot continue, we will highlight items you need to 
complete so you can finish the form properly. 
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Should you skip an item that is required; when you click next we highlight and mark the form. Note the 
red box around the choice? That means it is required and needs your input in order to continue. 

 
 
 
 

 
Important: depending on the “Priority Treatment” choice you choose you may have an extra form to fill 
out. For example, the above selection will result in the next form being the criminal priority filing. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

The Lead Counsel/Pro Se Litigant Information section has two special elements. The marked (A) 
allows you the ability to delete an applicant; this will remove the applicant from the form entries. If you 
would like to add a new one, you can use       marked (B). You can add as many as 
you would like.  Immediately below the section for applicants is a section for respondents, which 
behaves is the exact same manner. 

 
 

The next few rows are optional: 
 

• ADMINISTRATIVE OR MUNICIPAL COURT INFORMATION 

• DISTRICT COURT INFORMATION 

• APPELLATE COURT INFORMATION 

• REHEARING INFORMATION 

• PRESENT STATUS 
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With this you finish the first part of the writ form 
 

 
From here you may: 

 
 

• 
o Print the filing 

 You will stay on your current page; this prints a copy of the page. 

•  
o Cancel the filing 

 Should you choose this option you will be returned the filing page and this filing 
will be irrevocably marked as canceled requiring you to restart the filing from 
the beginning. 

•  
o Save the filing 

 When you save the filing the page will reload but now you may resume at a later 
date should you need to leave and come back to this. If your current form still 
has incomplete required fields, the save action cannot be performed. 

•  
o Continue to the next step 

 
 

We’ll go ahead and continue, so click next. 

 
Should you choose a priority treatment at the pleading step, you will either have a criminal or civil 
priority sheet to fill out in addition to this form. Clicking “Next” will take you there. If you did not choose 
one, you will be directed to the notifications page 
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Writ - Filing Details (Criminal priority sheet) 

If you chose Criminal priority in the Type of Pleading section, you will now have the criminal priority 
sheet to fill out. 

 

Most of it is pretty standard with a few required fields to fill out as you go. 
 

 
There are a few special fields that you will run into as you fill out the Criminal priority sheet; these fields 
require other associated fields to be filled out when specific values are selected. I’ll detail these below 
by highlighting them and marking with the associated required field a red arrow where appropriate. 
Beneath them I will also detail the condition of the association. 

 
(If you choose “yes” here, this requirement associates) 

 
(If you choose “yes” here, this requirement associates) 

 
(If you choose “yes” here, this requirement associates) 
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From here you may: 

 
 

• 
o Print the filing 

 You will stay on your current page; this prints a copy of the page. 

•  
o Cancel the filing 

 Should you choose this option you will be returned the filing page and this filing 
will be irrevocably marked as canceled requiring you to restart the filing from 
the beginning. 

•  
o Save the filing 

 When you save the filing the page will reload but now you may resume at a later 
date should you need to leave and come back to this. If your current form still 
has incomplete required fields, the save action cannot be performed. 

•  
o Continue to the next step 

 
 

Click next to continue to the notifications page. 



E - F i l i n g   P u b l i c   U s e   D o c u m e n t       | 29 
 

 
Writ - Filing Details (Civil Priority Sheet) 

If you chose civil priority in the Type of Pleading section, you will now have the civil priority sheet to fill 
out. 

 

Most of it is pretty standard with a few required fields to fill out as you go. 
 

 
There are a few special fields that you will run into as you fill out the Civil Priority Sheet; these fields 
require other associated fields to be filled out when specific values are selected. I’ll detail these below 
by highlighting them and marking with the associated required field a red arrow where appropriate. 
Beneath them I will also detail the condition of the association. 

 

(If you choose “other” here, this requirement associates) 

 
(If you choose “yes” here, this requirement associates) 
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(If you choose “yes” here, this requirement associates) 
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From here you may: 

 
 

• 
o Print the filing 

 You will stay on your current page; this prints a copy of the page. 

•  
o Cancel the filing 

 Should you choose this option you will be returned the filing page and this filing 
will be irrevocably marked as canceled requiring you to restart the filing from 
the beginning. 

•  
o Save the filing 

 When you save the filing the page will reload but now you may resume at a later 
date should you need to leave and come back to this. If your current form still 
has incomplete required fields, the save action cannot be performed. 

•  
o Continue to the next step 

 
 

Click next to continue to the notifications page. 
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Writ - Notifications 

The notification section is used to determine who will receive email notification based on the event 
items chosen. 

 

As a default you will see your name and email as listed above. You can add an additional person for 
email notification by clicking the “Add a Notification” button. 

 
 
 

When the “Add a Notification” button is clicked, a new entry will be added to your list of persons. 

 
Each entry added will have its own  button which can be used to remove that individual 
entry. 

 
Once you have added all of your desired entries, click next to continue to the attachments page. 

 



E - F i l i n g   P u b l i c   U s e   D o c u m e n t       | 24 
 

 
Writ - Upload Attachments 

 

From this page you are able to attach case related documents. To start the process, click the “Upload an 
Attachment” button. 

 
This “Upload Attachment” window will display when you click the “Upload an Attachment” button. 
Please click browse and select your file. 

 
Once your file is selected, next, you will need to type a brief description of it. 

Once you have completed selecting the file and filing out the relevant fields click upload to start 
transferring the file. 
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On completion of your transfer you will be notified via this window that your transfer has succeeded. 
 
 

The upload page will now display an entry for your new attachment. 
 

 

At this point you may add another attachment by clicking the  button yet again. 
To look at any of your uploaded file(s), use the  button. If this was not the file you intended to 
upload you can use the button to remove it from the page. 

When you are done, go ahead and click next. 

 
 

Writ - Cost Confirmation 

Here you will be presented with a listing of charges for the filing. 
 
 
 
 
 
 

( Numbers may differ from example ) 
 

Currently we do nothing with this page; it is here to see the cost of the filing before its submission so we 
continue to the next step. 
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Writ - Confirm filing 

 

From this page you can review the filing to check over each section entry and verify things are as you 
want them, once you are ready to continue on, check in the box: 

 
 

Then submit the filing. 

 
You should see a confirmation box like: 

 
At this point the filing has been submitted to the system and when you click ok, you will be brought to 
the cost confirmation page. 
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Writ - Cost Confirmation (after submission) 

You should see a payment page similar to the one you visited earlier. 
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Writ - La. R.S. 13:4521 cost exemption qualification 
This window will show when you claim an exemption based on La. R.S. 13:4521 qualification for the 
filing. 

 

 
Entering the qualification into the text box and clicking ok 
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Writ - Making a payment 
When making a payment you are taken to PayPal for payment processing. 
 

 
 
 

Click on the PayPal Button, and login into your Paypal account, and proceed with payment 

 
 
You can also pay with a Credit Card by clicking on the Debit or Credit Card button. Fill out the form 
information for your payment, and click Pay Now. 
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Opposition 

Opposition- Filing Details 

Select your type of Opposition filing, if your type of Opposition filing is unavailable, choose the other 
option and specify in the other field as indicated above. 

 
Choose your case type and enter your case number. 

From here you may: 
 

• 
o Cancel the filing 

 Should you choose this option you will be returned the filing page and this filing 
will be irrevocably marked as canceled requiring you to restart the filing from 
the beginning. 

•  
o Save the filing 

 When you save the filing the page will reload but now you may resume at a later 
date should you need to leave and come back to this. If your current form still 
has incomplete required fields, the save action cannot be performed. 

•  
o Continue to the next step 

 

Click next to continue to the notifications page. 
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Opposition - Notifications 

The notification section is used to determine who will receive email notification based on the event 
items chosen. 

 
 

As a default you will see your name and email as listed above. You can add an additional person for 
email notification by clicking the “Add a Notification” button. 

 
 
 

When the “Add a Notification” button is clicked, a new entry will be added to your list of persons. 

 
Each entry added will have its own button which can be used to remove that individual 
entry. 

 
Once you have added all of your desired entries, click next to continue to the attachments page. 
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Opposition - Upload Attachments 

 

From this page you are able to attach case related documents. To start the process, click the “Upload an 
Attachment” button. 

 
This “Upload Attachment” window will display when you click the “Upload an Attachment” button. 
Please click browse and select your file. 

 
Once your file is selected, next, you will need to type a brief description of it. 

Once you have completed selecting the file and filling out the relevant fields click upload to start 
transferring the file. 
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On completion of your transfer you will be notified via this window that your transfer has succeeded. 

The upload page will now display an entry for your new attachment. 

 
 
 
 

At this point you may add another attachment by clicking the  button yet again. 
To look at any of your uploaded file(s), use the  button. If this was not the file you intended to 
upload you can use the button to remove it from the page. 

When you are done, go ahead and click next. 

 
 

Opposition - Cost Confirmation 

 

Here you will be presented with a listing of charges for the filing. 
 
 
 
 
 

( Numbers may differ from example ) 
Currently we do nothing with this page; it is here to see the cost of the filing before its submission so we 
continue to the next step. 
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Opposition - Confirm filing 

 

From this page you can review the filing to check over each section entry and verify things are as you 
want them, once you are ready to continue on, check in the box: 

 
Then submit the filing. 

 
You should see a confirmation box like: 

 
At this point the filing has been submitted to the system and when you click ok, you will be brought to 
the cost confirmation page. 
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Opposition - Cost Confirmation (after submission) 

 

You should see a payment page similar to the one you visited earlier. 
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Opposition - La. R.S. 13:4521 cost exemption qualification 
This window will show when you claim an exemption based on La. R.S. 13:4521 qualification for the 
filing. 

 

 
Entering the qualification into the text box and clicking ok. 
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Opposition - Making a payment 
When making a payment you are taken to PayPal for payment processing. 
 

 
Click on the PayPal Button, and login into your Paypal account, and proceed with payment 

 
 
You can also pay with a Credit Card by clicking on the Debit or Credit Card button. Fill out the form 
information for your payment, and click Pay Now. 
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Amicus 

Amicus - Filing Details 

Select your type of Amicus filing, if your type of Amicus filing is unavailable, choose the other option and 
specify in the other field as indicated above. 

 
Choose your case type and enter your case number. 

From here you may: 
 

• 
o Cancel the filing 

 Should you choose this option you will be returned the filing page and this filing 
will be irrevocably marked as canceled requiring you to restart the filing from 
the beginning. 

•  
o Save the filing 

 When you save the filing the page will reload but now you may resume at a later 
date should you need to leave and come back to this. If your current form still 
has incomplete required fields, the save action cannot be performed. 

•  
o Continue to the next step 

 

Click next to continue to the notifications page. 
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Amicus - Notifications 

 
 
 
 
 

The 
notification section is used to determine who will receive email notification based on the event items 
chosen. 

 
 

As a default you will see your name and email as listed above. You can add an additional person for 
email notification by clicking the “Add a Notification” button. 

 
 
 

When the “Add a Notification” button is clicked, a new entry will be added to your list of persons. 

 
Each entry added will have its button which can be used to remove that individual 
entry. 

 
Once you have added all of your desired entries, click next to continue to the attachments page. 
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Amicus - Upload Attachments 

 

From this page you are able to attach case related documents. To start the process, click the “Upload an 
Attachment” button. 

 
This “Upload Attachment” window will display when you click the “Upload an Attachment” button. 
Please click browse and select your file. 

 
Once your file is selected, next, you will need to type a brief description of it. 

Once you have completed selecting the file and filling out the relevant fields click upload to start 
transferring the file. 
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On completion of your transfer you will be notified via this window that your transfer has succeeded. 

The upload page will now display an entry for your new attachment. 

 
 
 
 

At this point you may add another attachment by clicking  button yet again. 
To look at any of your uploaded file(s), use the  button. If this was not the file you intended to 
upload you can use the button to remove it from the page. 

 
 

Amicus - Cost Confirmation 

 
Here you will be presented with a listing of charges for the filing. 

( Numbers may differ from example ) 
 

Currently we do nothing with this page; it is here to see the cost of the filing before its submission so we 
continue to the next step. 
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Amicus - Confirm filing 

 

 

From this page you can review the filing to check over each section entry and verify things are as you 
want them, once you are ready to continue on, check in the box: 

 
Then submit the filing. 

 
You should see a confirmation box like: 

 
At this point the filing has been submitted to the system and when you click ok, you will be brought to 
the cost confirmation page. 
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Amicus - Cost Confirmation (after submission) 

 

 
   At this point, you can make a payment. 

 
 

 

 
 

( Numbers may differ from example ) 
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Amicus - La. R.S. 13:4521 cost exemption qualification 
This window will show when you claim an exemption based on La. R.S. 13:4521 qualification for the 
filing. 

 

 
Entering the qualification into the text box and clicking ok 
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Amicus - Making a payment 
When making a payment you are taken to PayPal for payment processing. 
 

 
Click on the PayPal Button, and login into your Paypal account, and proceed with payment 

 
 
You can also pay with a Credit Card by clicking on the Debit or Credit Card button. Fill out the form 
information for your payment, and click Pay Now. 
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Rehearing 

Rehearing - Filing Details 

Select your type of Rehearing filing, if your type of Rehearing filing is unavailable, choose the other 
option and specify in the other field as indicated above. 

 
Choose your case type and enter your case number. 

From here you may: 
 

• 
o Cancel the filing 

 Should you choose this option you will be returned the filing page and this filing 
will be irrevocably marked as canceled requiring you to restart the filing from 
the beginning. 

•  
o Save the filing 

 When you save the filing the page will reload but now you may resume at a later 
date should you need to leave and come back to this. If your current form still 
has incomplete required fields, the save action cannot be performed. 

•  
o Continue to the next step 

 

Click next to continue to the notifications page. 
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Rehearing - Notifications 

The notification section is used to determine who will receive email notification based on the event 
items chosen. 

 
 

As a default you will see your name and email as listed above. You can add an additional person for 
email notification by clicking the “Add a Notification” button. 

 
 
 

When the “Add a Notification” button is clicked, a new entry will be added to your list of persons. 

 
Each entry added will have its button which can be used to remove that individual 
entry. 

 
Once you have added all of your desired entries, click next to continue to the attachments page. 
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Rehearing - Upload Attachments 

 

From this page you are able to attach case related documents. To start the process, click the “Upload an 
Attachment” button. 

 
This “Upload Attachment” window will display when you click the “Upload an Attachment” button. 
Please click browse and select your file. 

 
Once your file is selected, next, you will need to type a brief description of it. 

Once you have completed selecting the file and filling out the relevant fields click upload to start 
transferring the file. 
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On completion of your transfer you will be notified via this window that your transfer has succeeded. 

The upload page will now display an entry for your new attachment. 

 
 
 
 

At this point you may add another attachment by clicking  button yet again. 
To look at any of your uploaded file(s), use the  button. If this was not the file you intended to 
upload you can use the button to remove it from the page. 

 
 

Rehearing - Cost Confirmation 
 

Here you will be presented with a listing of charges for the filing. 

 
( Numbers may differ from example ) 

 

Currently we do nothing with this page; it is here to see the cost of the filing before its submission so we 
continue to the next step. 
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Rehearing - Confirm filing 

 

 

From this page you can review the filing to check over each section entry and verify things are as you 
want them, once you are ready to continue on, check in the box: 

 
Then submit the filing. 

 
You should see a confirmation box like: 

 
At this point the filing has been submitted to the system and when you click ok, you will be brought to 
the cost confirmation page. 
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Rehearing - Cost Confirmation (after submission) 

 

You should see a payment page similar to the one you visited earlier 
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Rehearing - La. R.S. 13:4521 cost exemption qualification 
This window will show when you claim an exemption based on La. R.S. 13:4521 qualification for the 
filing. 

 

 
Entering the qualification into the text box and clicking ok 
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Rehearing - Making a payment 
When making a payment you are taken to PayPal for payment processing. 
 

 
Click on the PayPal Button, and login into your Paypal account, and proceed with payment 

 
 
You can also pay with a Credit Card by clicking on the Debit or Credit Card button. Fill out the form 
information for your payment, and click Pay Now. 
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Brief 

Brief - Filing Details 

Select your type of Brief filing, if your type of Brief filing is unavailable, choose the other option and 
specify in the other field as indicated above. 

 
Choose your case type and enter your case number. 

From here you may: 
 

• 
o Cancel the filing 

 Should you choose this option you will be returned the filing page and this filing 
will be irrevocably marked as canceled requiring you to restart the filing from 
the beginning. 

•  
o Save the filing 

 When you save the filing the page will reload but now you may resume at a later 
date should you need to leave and come back to this. If your current form still 
has incomplete required fields, the save action cannot be performed. 

•  
o Continue to the next step 

 

Click next to continue to the notifications page. 
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Brief - Notifications 

The notification section is used to determine who will receive email notification based on the event 
items chosen. 

 
 

As a default you will see your name and email as listed above. You can add an additional person for 
email notification by clicking the “Add a Notification” button. 

 
 
 

When the “Add a Notification” button is clicked, a new entry will be added to your list of persons. 

 
Each entry added will have its button which can be used to remove that individual 
entry. 

 
Once you have added all of your desired entries, click next to continue to the attachments page. 
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Brief - Upload Attachments 

 

From this page you are able to attach case related documents. To start the process, click the “Upload an 
Attachment” button. 

 
This “Upload Attachment” window will display when you click the “Upload an Attachment” button. 
Please click browse and select your file. 

 
Once your file is selected, next, you will need to type a brief description of it. 

Once you have completed selecting the file and filling out the relevant fields click upload to start 
transferring the file. 
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On completion of your transfer you will be notified via this window that your transfer has succeeded. 

The upload page will now display an entry for your new attachment. 

 
 
 
 

At this point you may add another attachment by clicking  button yet again. 
To look at any of your uploaded file(s), use the  button. If this was not the file you intended to 
upload you can use the button to remove it from the page. 

 
 

Brief - Cost Confirmation 
 

Here you will be presented with a listing of charges for the filing. 

 
( Numbers may differ from example ) 

 

Currently we do nothing with this page; it is here to see the cost of the filing before its submission so we 
continue to the next step. 
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Brief - Confirm filing 

 

 

From this page you can review the filing to check over each section entry and verify things are as you 
want them, once you are ready to continue on, check in the box: 

 
Then submit the filing. 

 
You should see a confirmation box like: 

 
At this point the filing has been submitted to the system and when you click ok, you will be brought to 
the cost confirmation page. 



E - F i l i n g   P u b l i c   U s e   D o c u m e n t       | 59 
 

 
Brief - Cost Confirmation (after submission) 

 
 

You should see a payment page similar to the one you visited earlier. 
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Brief - La. R.S. 13:4521 cost exemption qualification 
This window will show when you claim an exemption based on La. R.S. 13:4521 qualification for the 
filing. 

 

 
Entering the qualification into the text box and clicking ok 
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Brief - Making a payment 
When making a payment you are taken to PayPal for payment processing. 
 

 
Click on the PayPal Button, and login into your Paypal account, and proceed with payment 

 
 
You can also pay with a Credit Card by clicking on the Debit or Credit Card button. Fill out the form 
information for your payment, and click Pay Now. 
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Reply 

Reply - Filing Details 

Select your type of Reply filing, if your type of Reply filing is unavailable, choose the other option and 
specify in the other field as indicated above. 

 
Choose your case type and enter your case number. 

From here you may: 
 

• 
o Cancel the filing 

 Should you choose this option you will be returned the filing page and this filing 
will be irrevocably marked as canceled requiring you to restart the filing from 
the beginning. 

•  
o Save the filing 

 When you save the filing the page will reload but now you may resume at a later 
date should you need to leave and come back to this. If your current form still 
has incomplete required fields, the save action cannot be performed. 

•  
o Continue to the next step 

 

Click next to continue to the notifications page. 
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Reply - Notifications 

The notification section is used to determine who will receive email notification based on the event 
items chosen. 

 
 

As a default you will see your name and email as listed above. You can add an additional person for 
email notification by clicking the “Add a Notification” button. 

 
 
 

When the “Add a Notification” button is clicked, a new entry will be added to your list of persons. 

 
Each entry added will have its button which can be used to remove that individual 
entry. 

 
Once you have added all of your desired entries, click next to continue to the attachments page. 
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Reply - Upload Attachments 

 

From this page you are able to attach case related documents. To start the process, click the “Upload an 
Attachment” button. 

 
This “Upload Attachment” window will display when you click the “Upload an Attachment” button. 
Please click browse and select your file. 

 
Once your file is selected, next, you will need to type a brief description of it. 

Once you have completed selecting the file and filling out the relevant fields click upload to start 
transferring the file. 
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On completion of your transfer you will be notified via this window that your transfer has succeeded. 

The upload page will now display an entry for your new attachment. 

 
 
 
 

At this point you may add another attachment by clicking  button yet again. 
To look at any of your uploaded file(s), use the  button. If this was not the file you intended to 
upload you can use the button to remove it from the page. 

 
 

Reply - Cost Confirmation 
 

Here you will be presented with a listing of charges for the filing. 

 
( Numbers may differ from example ) 

 

Currently we do nothing with this page; it is here to see the cost of the filing before its submission so we 
continue to the next step. 
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Reply - Confirm filing 

 

 

From this page you can review the filing to check over each section entry and verify things are as you 
want them, once you are ready to continue on, check in the box: 

 
Then submit the filing. 

 
You should see a confirmation box like: 

 
At this point the filing has been submitted to the system and when you click ok, you will be brought to 
the cost confirmation page. 
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Reply - Cost Confirmation (after submission) 

 

You should see a payment page similar to the one you visited earlier. 
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Reply - La. R.S. 13:4521 cost exemption qualification 
This window will show when you claim an exemption based on La. R.S. 13:4521 qualification for the 
filing. 

 

 
Entering the qualification into the text box and clicking ok 
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Reply - Making a payment 
When making a payment you are taken to PayPal for payment processing. 
 

 
Click on the PayPal Button, and login into your Paypal account, and proceed with payment 

 
 
You can also pay with a Credit Card by clicking on the Debit or Credit Card button. Fill out the form 
information for your payment, and click Pay Now. 
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Motion 

Motion - Filing Details 

Select your type of Motion filing, if your type of Motion filing is unavailable, choose the other option and 
specify in the other field as indicated above. 

 
Choose your case type and enter your case number. 

From here you may: 
 

• 
o Cancel the filing 

 Should you choose this option you will be returned the filing page and this filing 
will be irrevocably marked as canceled requiring you to restart the filing from 
the beginning. 

•  
o Save the filing 

 When you save the filing the page will reload but now you may resume at a later 
date should you need to leave and come back to this. If your current form still 
has incomplete required fields, the save action cannot be performed. 

•  
o Continue to the next step 

 

Click next to continue to the notifications page. 
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Motion - Notifications 

The notification section is used to determine who will receive email notification based on the event 
items chosen. 

 
 

As a default you will see your name and email as listed above. You can add an additional person for 
email notification by clicking the “Add a Notification” button. 

 
 
 

When the “Add a Notification” button is clicked, a new entry will be added to your list of persons. 

 
Each entry added will have its button which can be used to remove that individual 
entry. 

 
Once you have added all of your desired entries, click next to continue to the attachments page. 
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Motion - Upload Attachments 

 

From this page you are able to attach case related documents. To start the process, click the “Upload an 
Attachment” button. 

 
This “Upload Attachment” window will display when you click the “Upload an Attachment” button. 
Please click browse and select your file. 

 
Once your file is selected, next, you will need to type a brief description of it. 

Once you have completed selecting the file and filling out the relevant fields click upload to start 
transferring the file. 
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On completion of your transfer you will be notified via this window that your transfer has succeeded. 

The upload page will now display an entry for your new attachment. 

 
 
 
 

At this point you may add another attachment by clicking  button yet again. 
To look at any of your uploaded file(s), use the  button. If this was not the file you intended to 
upload you can use the button to remove it from the page. 

 
 

Motion - Cost Confirmation 
 

Here you will be presented with a listing of charges for the filing. 

 
( Numbers may differ from example ) 

 

Currently we do nothing with this page; it is here to see the cost of the filing before its submission so we 
continue to the next step. 
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Motion - Confirm filing 

 

 

From this page you can review the filing to check over each section entry and verify things are as you 
want them, once you are ready to continue on, check in the box: 

 
Then submit the filing. 

 
You should see a confirmation box like: 

 
At this point the filing has been submitted to the system and when you click ok, you will be brought to 
the cost confirmation page. 
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Motion - Cost Confirmation (after submission) 

 

You should see a payment page similar to the one you visited earlier. 
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Motion - La. R.S. 13:4521 cost exemption qualification 
This window will show when you claim an exemption based on La. R.S. 13:4521 qualification for the 
filing. 

 

 
Entering the qualification into the text box and clicking ok 
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Motion - Making a payment 
When making a payment you are taken to PayPal for payment processing. 
 

 
Click on the PayPal Button, and login into your Paypal account, and proceed with payment 

 
 
You can also pay with a Credit Card by clicking on the Debit or Credit Card button. Fill out the form 
information for your payment, and click Pay Now. 
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Other 

Other - Filing Details 

On this form there is only 1 choice, choose the other as your Type of Filing and specify in the other field 
as indicated above. 

.  
Choose your case type and enter your case number. 

From here you may: 
 

• 
o Cancel the filing 

 Should you choose this option you will be returned the filing page and this filing 
will be irrevocably marked as canceled requiring you to restart the filing from 
the beginning. 

•  
o Save the filing 

 When you save the filing the page will reload but now you may resume at a later 
date should you need to leave and come back to this. If your current form still 
has incomplete required fields, the save action cannot be performed. 

•  
o Continue to the next step 

 

Click next to continue to the notifications page. 
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Other - Notifications 

The notification section is used to determine who will receive email notification based on the event 
items chosen. 

 
 

As a default you will see your name and email as listed above. You can add an additional person for 
email notification by clicking the “Add a Notification” button. 

 
 
 

When the “Add a Notification” button is clicked, a new entry will be added to your list of persons. 

 
Each entry added will have its button which can be used to remove that individual 
entry. 

 
Once you have added all of your desired entries, click next to continue to the attachments page. 
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Other - Upload Attachments 

 

From this page you are able to attach case related documents. To start the process, click the “Upload an 
Attachment” button. 

 
This “Upload Attachment” window will display when you click the “Upload an Attachment” button. 
Please click browse and select your file. 

 
Once your file is selected, next, you will need to type a brief description of it. 

Once you have completed selecting the file and filling out the relevant fields click upload to start 
transferring the file. 
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On completion of your transfer you will be notified via this window that your transfer has succeeded. 

The upload page will now display an entry for your new attachment. 

 
 
 
 

At this point you may add another attachment by clicking  button yet again. 
To look at any of your uploaded file(s), use the  button. If this was not the file you intended to 
upload you can use the button to remove it from the page. 

 
 

Other - Cost Confirmation 
 

Here you will be presented with a listing of charges for the filing. 

 
( Numbers may differ from example ) 

 

Currently we do nothing with this page; it is here to see the cost of the filing before its submission so we 
continue to the next step. 
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Other - Confirm filing 

 

 

From this page you can review the filing to check over each section entry and verify things are as you 
want them, once you are ready to continue on, check in the box: 

 
Then submit the filing. 

 
You should see a confirmation box like: 

 
At this point the filing has been submitted to the system and when you click ok, you will be brought to 
the cost confirmation page. 
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Other - Cost Confirmation (after submission) 

 

You should see a payment page similar to the one you visited earlier. 
 

 
 



E - F i l i n g   P u b l i c   U s e   D o c u m e n t       | 84 
 

 
Other - La. R.S. 13:4521 cost exemption qualification 
This window will show when you claim an exemption based on La. R.S. 13:4521 qualification for the 
filing. 

 

 
Entering the qualification into the text box and clicking ok 
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Other - Making a payment 
When making a payment you are taken to PayPal for payment processing. 
 

 
Click on the PayPal Button, and login into your Paypal account, and proceed with payment 

 
 
You can also pay with a Credit Card by clicking on the Debit or Credit Card button. Fill out the form 
information for your payment, and click Pay Now. 
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Contact us 

Should you need help beyond the information posted in the Filing Rules Page and the FAQ, you can use 
the Contact us page to request further assistance. 

 

 
Once you have completed the form above, click the button below and your question will be sent. 
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