

PACER Access for Interns/Externs


Overview:
· Intern/Extern must register for PACER account 
· Once registered, HR will ask PACER to make the account exempt from fees


Procedure Descriptions/Steps:  

Pacer.uscourts.gov


· Select Register for an Account tab
· Using the dropdown menu, select PACER – Case Search Only


[image: ]


· Select Register for a PACER account button located in the bottom, left corner
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· Enter the required account information
· In the User Type field, select Individual
· Select the Next button
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When prompted, create a username and password
· Enter a username (at least 8 characters, but no more than 40), or select Generate Username button
· Enter a password (8-45 characters, one lowercase letter, one uppercase letter and one special character)

· Select two Security Questions and enter appropriate Answers
· Select the Next button

When prompted for payment information, do NOT enter any payment information 
· Select the Next button
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NOTE:  Your account will be exempt from paying fees during your time with the Court.  

When prompted for Acknowledgment of Policies and Procedures
· Review the Policies and Procedures
· Click in the empty box acknowledging box
· Select the Submit button
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When prompted with the Thank you for registering screen  
· Select the Done button
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** Credit card data i optional here. However, i you do provide 3 credit card, the marked fields.
below are required.
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Note: We protect the security of your information during transmission using Secure Sockets
Layer (SSL) software, which encrypts information you submit.
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PACER - Case Search Only Registration

Acknowledgment of Policies and Procedures

There is no registration fee. However, the Judicial Conference of the United States. .
has established a fee for access to information in PACER. Al registered users will
be charged as follows:

« Useof the PACER system will generste a $10 per-page charge
« Audio files of court hearings retrieved via PACER will generate a $2.40 per-
il chare.

Acknowledgment of Policies and Procedures
Iunderstand tha

« Thereis s charge for accessing information in PACER See the Fee
Information section above. PACER provides electronic access to case
information in US. federal courts. By registering for a PACER account, |
assume responsibilty foral fees incurred through the usage of this account. v

Click here to download a pint

- Required Information
lick here to acknowledge you have read and understand the policies and procedures.
isted above. *

1fyou did not complete the CREDIT CARD INFORMATION, you will eceive instructions at the
address entered on the personal information page with your activation coce by US Mailin 7-10
business days. If you have any questions, callthe PACER Service Center at (00) 676-6856.
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PACER - Case Search Only Registration
Thank you for registering with the PACER Service Center!
Thank youor registering.

Although you have 3 PACER account, your search privileges are not activated. Your
authentication token will be elivered by US. malin 7-10 business days. Activation instructions
are provided in the letter you receive.

‘Youmay log in and perform other activities (e.g. e-fie, request fiing privileges), but you willnot
be able to perform a search untilyour privileges are activated. f you have questions or need
assistance, please contact the PACER Service Center at (800) 676-6856 befween the hours of
8 AM and 6 PM CT Monday through Friday or by emailat pacer@psc uscourts gov.

1f you want to receive instant access to PACER search privileges, log in to Manage My Account
at hitps.pacer pec uscourts zovipscaf/ioginxhim Select Activate Case Search Privileges.
Click the fink n the Instructions and provide your credit card information. If the card is valdated,
your privileges wil be ctivated

“The Judicial Conference of the United States has established a $.10 per-page fee for access to
PACER. All registered agencies or individuals willbe charged the fee.If usage s under $30 ina
quarter, the fees will be waived. If over $30, the account s billed for all usage.

Fee examples:

« Ifyou enter a party name and receive 2 pages of matches, the charge is S0.20.
« Ifyou enter a case number and the docket i 10 pages, the charge is SLOD.
« Ifyouselect a docket entry thatis 5 scanned pages, the charge 15 SO.50.

NOTE: There is 3 30-page cap for images of fled documents and case-specific reports (e.2.
Gocket,creditor lsting, claims register). You wil not be charged more than $3.00 when you
access these items that are more than 30 pages. The cap does not apply to case istings, name.
search resuts,or transcripts (when available oniine).
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If you would like to try PACER before register
PACER:

¢ PACERUser Manual
« Job Aides/Quick Reference Guide




image7.jpeg




