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After you have updated the Password, the next step is to set up a credit card for 
all of your filing charges.

The first step in setting up a credit card is to click on the Firm Name in the upper 
right hand corner.

That action will open the Firm Management Screen.



The Firm Management Screen consists of four tabs including the Law Firm Tab, 
The Attorney Tab, the Credit Card Tab, and the Billing Tab

Click on the Credit Card Tab



The Add Credit Card Box opens up. Please click on the Add Credit Card Box



The Add New Credit Card Box opens. Enter 
all of the information requested. Note that 
the year must be a 4 digit year.



Then click on Add Credit Card



You will receive a message that the 
credit card has been added successfully


