
8/28/2024 

Attorneys eFiling to District Court Existing Cases 
District Court Interface Home Screen 
 

• Click on the Existing Cases button to open the My Cases screen. 
 

 
 
eFiling to One Case 
 

• In the Case Number field type the District Court case number, using the appropriate format.  
• In the Court Location field select the County. 
• Click the eFile button to open the Add a Document screen. 
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• From the Document Category drop-down select the appropriate document category. 
• From the Document Type drop-down select the appropriate document type. 

o The following website: https://www.kscourts.org/eCourt/Kansas-Courts-eFiling/Updates 
contains a document, District Court Attorney Document List, to assist filers with determining 
which codes to use when filing. This list includes the different document types available and 
the category they can be found under.  

• In the Document Title field type the document title/description. 
• Mark the Emergency checkbox, if the submission is time sensitive. 
• If there is an order to seal documents, mark the Sealed checkbox and enter the date of the order 

in the Date of order to seal field. 
• The District Court does NOT use the Associate to Previous Filing option. 
• Next to Document Location click Choose File to select the file from the filers desktop to 

upload. 
• Once all fields have been filled out click Add to add the document to the submission. 
 
NOTE: ALL documents must be submitted as PDF files. 

 

 
 

• The  icon indicates a Sealed document. The date of the order to seal appears as part of the 
Document Title. 

• Once added documents can be viewed by clicking the appropriate hyperlink under the View 
Document column.  

• The Size column displays the size of each document and gives a total size for the submission. 
• Clicking the  icon in the Remove column allows users to delete a document from a 

submission. 
• Once all documents are added, click Next to advance to the Review and Submit Filing screen. 

 

 

https://www.kscourts.org/eCourt/Kansas-Courts-eFiling/Updates
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• Click the checkbox next to Certificate of Compliance on the Review and Submit Filing screen. 
• Click Submit the Filing to submit to the District Court. 

o Other options 
 Back – will take the user to the last screen. 
 Cancel (Delete) – will delete the submission completely. 
 Move to Draft – will move the submission to the users drafts to edit and/or submit 

later. 
• Notes for the Clerk’s office can be entered in the Special Filling Instructions for the Clerk 

comment field. 
 

 
 

• After the filing is submitted a pop-up message will appear, Click OK 
 

  
 

• Payment information will only display on the Review and Submit Filing screen if there is a fee 
associated with the filing. 

• Select the radio button next to the appropriate payment option. 
• Select the party the payment is associated with, from the Payment on behalf of drop-down. 
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Filing to Multiple Cases 
 

• From the My Cases screen type the District Court case number in the Case Number field.  
• In the Court Location field select the appropriate county. 
• Click Add this case to your list. 
• Cases to file on will be added under the Cases that will be filed on section. 
• If a wrong case is added to the cases that will be filed on list, click the Remove button next to the 

appropriate case. 
• Once all cases for the submission are added click File on these Cases to open the Add a 

Document screen. 
 

 
 
NOTE: Documents added to a multiple case submission will be posted to all case numbers listed. 
 


