
The court’s Electronic Case Filing (ECF) application may be used to submit your agency 
petition for review, or writ of mandamus, along with a fee payment using Pay.gov.  You 
must be a registered ECF user with this court to submit the petition and/or 
payment. 

Before you start, please turn off any pop-up blockers that would prevent you from seeing 
the payment processing page.  The payment window from Pay.gov opens in a new 
browser window or browser tab.  In addition, make sure you have your agency petition or 
mandamus and any supporting documents ready to upload.  All documents must be in 
searchable PDF format and each PDF must not exceed 5 MB in size. 

1. On the start-up page after logging into ECF, select Utilities to see the submission 
options.  Select Open New Agency Review Proceeding or Open New Mandamus 
Proceeding.   

2. After making your selection, you have the option to select either submit the 
petition and Pay Agency/Mandamus Fee by Credit Card or submit the petition 
and Address Agency/Mandamus Fee Later.   

3. In this example, we will use Pay Agency Fee by Credit Card to submit a payment 
with an agency petition for review (note: the steps for filing a petition for a writ of 
mandamus are essentially identical to what is outlined here ). 

4. The Pay Agency Fee by Credit Card window will open in a new window and look 
similar to the image below.  Please read the directions on the screen carefully 
before proceeding with your petition submission and payment.  
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5. After carefully reading the on-screen directions, click the Browse button to select 
your PDF attachments. 

a. Search for the PDF file that contains your agency petition. 
b. Select the appropriate file and click the Open button. 

6. In the Description field for the document, type the word “Petition for Review” as 
the description of the PDF. 

7. Click Add Another Document and repeat steps 5 and 6 if you need to attach 
further documentation or attachments.  Please remember to include a description 
for any additional attachments. 
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8. After attaching your documentation, click the Pay Now and Submit button to 
begin the submission of the credit card payment.  You will now be connected to 
Pay.gov.  A new browser window or browser tab will open allowing you to enter 
and submit your credit card information.   
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9. Verify and change the information in the Account Holder Name field and the 
billing address fields as needed. 
 
CAUTION: The name and address shown here are the name and address 
associated with your appellate ECF account.  If you are using a credit card that is 
not associated with this address, you must update the billing address fields. 
 

10.  Complete the Card Type, Card Numbers, Security Code and Expiration Date 
fields. 

11. In the Attorney Name field, type the name of the attorney who is submitting the 
petition and payment. 

12. Complete the Contact Telephone Number and Person Completing Transaction 
fields so that the court may contact you if there are any issues with the payment. 

13. Click the Continue with Plastic Card Payment button. 
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14. On the Authorize Payment page, review all the payment information for accuracy.  
You may click the Edit this Information link to make any necessary changes. 

15. Complete the Email Address, Confirm Email Address and CC fields.  Completing 
these fields will allow you to receive a payment confirmation email after the 
payment has been processed. 

16. Select the checkbox under Authorization and Disclosure. 
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17. Click the Submit Payment button only once.  You MUST wait for Pay.gov to 
process your payment.  Do not click the button again. 

18.  The following screen will appear indicating your payment has been accepted.  
You may print this screen as a receipt.  A copy will be emailed to the email 
addresses you provided on the previous screen. 
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19. Click on the Close Window button to return to the ECF application. 
20. You may find you have returned to a black screen.  If this happens, click on the 

ECF application icon in your tool bar and you will return to ECF.  
21. You may now continue with other ECF activity or simply log out of ECF.  


