
Agency Accounts and Rule 122A User eFiling Information 

I. Agency Accounts will be read only accounts effective Friday, February 28, 2025.  
Efiling submissions will not be able to be submitted under the Agency account 
credentials. 

Once this change has been made, the user options will appear differently when logged 
into the efiling system with the Agency Account credentials. 

A) Existing Cases  
• Agency accounts will be able to view the case history if the agency account has 

been added to the case.  
• Agency accounts can enter the specific case number and Court Location into the 

Search fields. Select the History button to view the case summary and associated 
documents.  

 
 

• If the agency account has been previously added to the case, the case information 
will also be displayed in the list of cases.  Select the case number link to access 
the case summary and the associated documents.  

 
 
B) Notifications/Notice of Electronic Filings (NEFs) 

• Notifications will be viewable from the Notifications button in efiling if the agency 
account has been added to the case. Select the Notifications button to access the 
notifications for the filings  

• NEF’s Notice of Electronic Filings emails will be sent to the email addresses listed 
on the agency account user profile if the agency account is added to the case.  

• Note – Rejected efiling submissions notices will not be sent to the Agency account 
emails.  Rejection emails will be sent to the email addresses of the user who filed 
the submission.  Each efiling user profile can accommodate 3 different email 
addresses.  



II. Rule 122A Users adding an agency account 

Rule 122A users will be able to efile new cases and will also be able to efile to existing 
cases with their efiling username and passwords.  

A) Creating a new case and adding the Agency account  
• Agency accounts can be added to the party that the agency will be representing in 

the case.   In the party screen, when adding the party information, select the Add 
button under the “Add an Attorney for this Party section” 

 
• Note: When filing a new Criminal, Juvenile, Fish and Game, or Traffic case, the 

system will display the Rule 122A user as the attorney of record.  Select the red X 
to remove the Rule 122A user as the attorney. 

  
• Search fields will appear that will allow users to search for agency account by 

either the Agency Name, the Bar Number (Agency Number), or by the Organization. 
To perform a search, only one of the 3 fields would need to be populated.  Then 
select the Search button.  

  
 
 
 



• Once the search button has been selected, matching results will be displayed 
based on the search criteria.   Select the checkbox next to the correct option.  
Confirm the selection by selecting the Save button.  

 
• Adding the agency account to the filing will allow for access to the case summary, 

Notifications, and Courtesy NEF’s to be accessible to the agency account.  
 

B) Filing to an existing case.  
• Rule 122A users will be able to efile documents to existing cases.   Select the 

Existing Cases option in efiling.  Enter the appropriate case number and court 
location.  Select the eFile button.  

 
 

• Continue the efiling process by selecting the appropriate document type, 
document title, and attaching the document to be filed. Select the Add button to 
add the document to the submission.  Once all documents for the filing have been 
attached, select the Next button to advance in the efiling process.  

 



• Select confirmation that the documents comply with the Certificate of 
Compliance and then select the Submit the filing button to submit the documents 
for filing at the court.  

 
 

C) My Filings/Filing Status 
• Rule 122A users will have access to the Filing Status of submissions that were filed 

under their efiling credentials.    

 
 
 

• Any filings that are rejected as unfiled by the court, will be able to be resubmitted 
under the filer account that submitted the filing.  Email notification will be sent to 
all email addresses that are listed in the user profile for the filer that submitted the 
efiling submission.  



 
 

D) Draft Filings 
• Rule 122A users will have access to the Draft filings.  Uncompleted filings will be 

saved to the Draft Filings to resume the filing process at a later time.  Rule 122A 
users will be able to access the Draft filings by selecting the Draft Filings button on 
the home screen.  To continue the filing, select the Description link.  

 
E) Notifications 

• Rule 122A users will not receive Courtesy NEF’s nor be able to view the official 
Notifications for the submissions since they are not parties of record on the case.  
Rule 122A users will also not have access to the case summary nor the documents 
on the case.   The Notifications and access to the case summary and documents 
can be accessed by logging into the system with the agency account information. 

 

 

 

 

 


